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Foreword

West.'Gdorgia-6ollege is ,a unit of the University- System of Georgia and
.

iAcgoverned by'he Board of Regents through the Chancellor and Staff of the
Ceatral Office .of *.he University System. Details concerning the gejoeeral

. policies of the Board of Regents are published periodically in the Policies,
Board of Regents, University - System of Georgia. Info-I-illation regarding policies
adopted for particular institut,iona or the exact wording of a specific policy
is contained., in the offfcial minutes of the Board. These documents are availabk
to-the facnity,and staff uponrequest.

The College also is governed by statutes which have been approved by the
Board of Fegent60. These statutes contain.official statements of general policy,

,`rules, regulations, procedures, organization, dtd governance at West Georgia
College. The Board of Regents retains.the poW r to modify, amend,sor repeal the
statutes of.t4 College. Copies of the statu s may be obtained from the Offide
of, tie PreSident or from the Executive Secret ry of the West'Georgia'College
Senate:.

A copy of, the organAptiondi chart
into this handbook. it,

A
This handbook is a

dffect the professional

. The format.of this
content necessitated by

ofJWest Georgia College has been inserted

compilition of general policies and
act4.vities of. the faculty and staff

handbook is designed to accommodate
changes in policies_ and procedures.

procedures whiCh
at Wedt Georgia College."

readily changes in
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(I.

GENERAL PERSONNEL POLICIES.AND PROCEDURES

4`.

A. Appointment and Reappointment (Article V, Section 2,WGC.Statutea)

1. General

All appointments and reappointments of. Members of the Faculty Snail'
be made by the President of West Georgia College with the approval
of the Board of Regents. Recommendations for positions on the
Gener;11 "acuity will ordinarily originate with departmental chairmen
ancrshall be4)resa.r..ed, through aPpropriate,deans or directors of
activities and then through. the Vice President and,Dean of Faculties,
to the.President for his consideration.

2. Appointment

Every appointment shall be made solely on the basis of merit
and the special qualifications of the individual-for the work,
demanded by the'pOsition, For teaching faculty, speCial considera-
tions shall be given to:. tie cadidate's-teaching ability; his/
her.research ability; and his/her achievements; his/her success=
ful experience (this must necessarily be waived in the cede of
beginners otherwise qualified); his /her desirable personal qualities,
judged on the basj,' of personal interview; his/her complete biograph-
ical data; his/her recommendations; and his/her general usefulness
or promise to the College.

The appointee ellen be given the appropriate teaching rank
according to the criteria outii4ed in Section I-11, Policies,
Board. of Re ents,.UniversitylSystem of Geo'igia andthe Policy
Handbook, West Georgia College. (See."Criteria for Promotion
and Tenure" in this handbook.) Department chairmen, deans- of
schools, diectors of activities, and other'personnel authorized
to recommend initial appointment Of faculty members shall-be,
responsible for maintaining equity in rank between faculty being
employed and those.alreadY serving,

Tt shall bea condition of the initial offer.of employment
that such employment is contingent upon receipt of official
verification of all degrees claimed.

Completion and signing of a security questionnair by each
employee of the University'SYstem of Georgia shall be a condition
of employment. All copies of security questionnaires shall be
,filed in the office. of the Board of Regents and no copies thereof
shall be kept at West Georgia College:

All employees of the University System of Georgia shall he
required to take and sign loyalty oaths as required by the Uwa
of the State of Georgia. The form of the oath shall be as pre-
_scribed by the Attorney General of the State of Georgia and the
Board of Regents. 4

"Mt



(1. A, 2 continued

The President shall send to the Chancellor the name an,d
biographical sketch of .any alien recommended for employment.-
ThePresident shall also send*to the Ghancelloi, with his/her
recommendation for thAmployment of an alien, a certification_
that a thorough investigation has been,made and it has been
determined that there is-no qUalified citizen of the United
States available to perform the services desired by the insti=
tution. 'Cognizance shall be taken of the 1955 Laws of the
State of Georgia (page 383) which provides!'...that any insti-
tution of the University System of Georgiamay employ any alien
who is attending such institution as a student, and any insti
tutior may employ an alien for a period of time not to exceed
one year, or enter into exchange professorship agreements with
-institutions', foreign or otherwise, where aliens are involved
for a period of time not to exceed one year...."' If the
President desires to continue the - employment of the alien
beyond the first year, he/she shall request thP Board of
Regents to authorize his/her continued employment. The
Board-of Regents may,ifirit sees fit, authorize reappoint-
ments of aliens on, a.year to year basis. (Section I-15,'

Policies, Board of Regents, University System of Georgia). 4

The basic criteria for the appointment and promotion
of faculty.at West Georgia College shall be appropriate
qualifications and performance as set forth in-the policies
of the Board of Regents. Relationship by family or marriage
shall constitute neither an advantage nor a disadvantage.

-provided the individual meets and fulfills the appropriate
University System appointmentl and promotion standards as,
set forth in those policies. No individual shall be em-
ployed in a department or unit under the'supervision of
a relative who has or'may have a direct-effect on the
ind/vidual's progress, performance406'welfate. For the
Purpose of this policy:'relatives are defined as husbands
and wives, parents and children, brothers, sisters, and
in-laws of any of the foregoing. (Section 1-2, Policies,

Board of Regents; University. System of Georgia).
n4 y(t°

3. Reappointment

All tenured faculty members employed under written '

Contract for the fiscal or academic year of three quarters
who donot wish employMOt with the College or subsequent
fiscal or academic year shall give written notice.Of their
intentiott to resign to the President Postmarked'no later
than February 1 immediately preceding the expiration of the
contract period.

On or before February 1 of- each year and immediately
preceding the expiration of a contract period, the President
shall, in writing, advise all non-tenured faculty members
and other non-tenured personnel employed under written
contract (except those who are in their first year of
employment) whether an employment contract for the succeed--;
ing academic year T7-1.11 be offered to them. Such written
notice shall be delivered by hand, or by certified mail,



(I.-A,3 continued)

rto be delivered to the addressee only; with receipt to
show to whom and when neliVered and the address where.
delivered.

,Nou7,Tenured faculty members and other non.tenured
perso1 under written contrast who are in their first
co act period of employment, shall be notified as
a oresaid on or before April 1 immediately preceding

- the expiration of their contract peiod.

Non-tenured faculty and other non-tenured personnel
employed under written contract shall be,employed only
fOr the term specified in his/her contract. Subsequent
or future eiploymem., if any, shall result solely frpm a
separate offer and acceptance requisite to execution of a
new and distinct contract. (Section'I-6, Policies, Board
of Regents, University System of Georgia).

B. Criteria and Procedures for Evaluating Non- tenured Faculty Within,'Departments
or Areal' when Faculty is to be Reduced Because of Financial EXIgency

1. briieria

The following criteria are to be used-in determining the comparative
'value of non-tenured faculty to a department'or.area in order to.determine
which. faculty, members will 'not be rehired when faculty is to be reduced
because of financial exigency,. .The first two are clearly interrelated
and most important. The others are of lesser importance.

r

a. Departmental-(area) 'needs'

b. .leaDhing..effectiveness

c. Service'to the department and college

d. Professional growtilm
t

e. Academic achievement

f. lumber of academic years of service to the institution

g. Service to the community

Definitions of criteria b,c,d,e, and f are included in the promotions
document.

Each spring quarter departmental needs are to be determined by the department
chairman in consultation with faCulty members.siho shall'aasess the effectiveness
and value of each program or course offering td the departmentand college.

' Each spring quarter the supervitor of each of the "other" areas will consult
with faculty membets who shall assess* the,effectiveneas'and value of each function
of the area to the area and the college.

8



(I. B,2)

2. Procedures .

a. Each departmeAt or area shall decide in the spring of each year
on the consultatiOn procedure to4te used in the event that,it'is
necessary to reduce faculty for financial reasons.

.

b... At the time that a department chairman or supervisor is informed
that a staff reduction for financial reasons is necessary, he/
she shall institute `the following procedures:

The department-chairman or supervisor shall provide
copies of each non-tenured faculty member's curriculum
vitae (defined in "Criteria for Promotion and Tenure"
in this handbook) to the appppriate Persons.- He/she
shall also provide those pal:sons with a copy of. the .

statement of-the departmental\assessment made in the
preceding' spring.

The department chairman or supervisor shall consult
with members:of the department k?r area (in the manner
decided upnn by the department or area) to evaluate
each non-tenured member (except himself/herself)
according to the criteria. The consultation shall
culminate in written evaluations of each non- teured
faculty member;,each evaluation shall be signed, or
initialed by the department chairman' and the person
making an individual evaluation or the persons making
a collective evaluation.

The departme't chairman or supervisor shall prepare
an abStract of the evaluations, noting both the.
strengths d:weaknesses of each person evaluated,
and shall lso prepare a ranking list of the non-
tenured faculty of die department'or area.

The abstracts and the ranking list shall be forwarded k
to the dean of the school or the Associate Dean of the
Faculties.

The individual evaluations from which the abstracts
were prepared,shall not be destroyed until final
action.on the reduction of faculty has been effected.

c. Persons whose contracts are not to be rengwed bec.use''Of action
taken under theseprocedures shall be notified of such non-renewal
at the earliest possible date. A person wishing to submit an appeal
or to institute a;igrievance procedure must do so within ten.days of
notification of non-:renewal. If a person appeals and is rejected
and wishes to'institute a grievance, he/she must do so within five
days of the rejection.

/.;

e

d. When a faculty member teaches courses or serves in another. department
or area than that which is hiS7het primary responsibility or *hen te/
she is on loan for less than 'a yearto another department or area, he/
she shall be evaluated according to these procedures by his/her home

9



(I. B, 2 continued)

department. .14 addition, however, the depaitment chairman or supervisor
shall consult vith the department chaitmae.or supervisor in the other
area and include the latter's evaluation in his/her ranking.

e. ,A faculty member who noslongex performs hisiher-primary function in the
department or area in which he/she holds rank s1 11 noti)e evaluated
by that department or area.according to. thRee procedufes until after
he/she has returned to teat departMenvor area and served for an
academic year. .

3. Reappointment of Faculty Who Are Terminated fOr.Financial Reasons

a. The. College shall maintain a list of all employees not re-appointed
for financial reasons. They shallbe listed by service area and
function or by department and area of specialization.

b. When positions are reinstated in an aria or epartment for which released
faculty temhere;qualify, they shall be offered the position and given
a reasonable time within which to accept or decline it.

C. Procedures and Criteria for Employment, promotion, and Tenure

1. Foreword

.
.

These procedures are designed to place the responsibility for selecting those
persons in th

tcollege

best qualified for promotion in rank or granting of

ll

tenure within e purview of increasingly larger units of the college.
.

The number ofNfaculty members who advance in rank and the rate of their
advadce are dependent on a number of factors several of which are beyond

--the control of West Georgia College. The external factors- include the:
follaWing.t

- The Board of Regents, who must maintain a sound and
equitable structure within the University System; ,,

Financial appropriations;
Appointments of new faculty members and resigna,Jons or

retirement of faculty members within departments;
Availability of applicants with advanced degrees and/or

. superior experience of recommendationa.

.
.

.Beyond these
,

factorss, advance in tat* shall be Controlled within the College
by an annual promotion recommendation system whaSe purpose shall' be to
promote the most competent faculty members available to the advanced
professional positions that have been approved bythe Chancellor's office.

The annual promotion recommendation system 61241 also control the granting
often te. Tenure-shall beextended to recogn4ze professiohel achievement
add ser ice and also to provide an element of job security.'

. .

r
,

The annual promotion rec mmendAtion system shall be administered according
to the procedures herein established.

0



C,1 continued)

All actions taken according no the procedures, whether by the committees,,
the vice president and dean of faculties, or the president,. ore in the form
of recommendatioes'to the:next higher authority and are, refeire, subje

to review by that higher authority.

Procedure

A faculty member may be stkgeeted for promotion or granting of tenure
by his/her administrative supervisor or by a colleague, or'he/she may nor ina e
hiMself/herself. Any faculty 'member whose nomA is suggested or 9ho believes
himself/herself to be fully qualified for promotion or tenure es' assistant
professor in accordance with the criteria estabiphed herein and who desires
to be considered shall submit a dossier, organized according to the four
specific promotion criteria (which shall also govern granting of tenure to
assistant professor), to ,his /her department chairman or an-teaching faculty
supervisor. The dossier shall include clear' identification of the two
specific criteria considered noteworthy (see "Faculty Rank--Criteria" in this -

section of the hanabook),

a. vermetIee see iteration of Factilty Promotion and Tenuret

Advisory. Committees

A .Faculty Promotion and Tenure. Advispry Committee sshall. be established
in each- school of the College, and one such committee slallbe esta-
blished from those holding fdculty rank who are tot assigned to a school. ,

In each school the dead shall be responsible.fer the este
blishment of the Committeei'and he/she shall be its chairman;
The committee shall consist of thb dean of the school, who
will be a non-voting merger, and Such members. as shall be',
selected by the faculty of 'each school bY.whateyer means the
faculty of the school or .its representatives .shalt detepind.
No faculty member shall serve on the committee'dOring:a/year
in Which he/she is being considered by the committee. yo

department shall have more than twtelnembers on. the eomM.ittee. .

The associate dean of faculties shalt recommend to thevice
president and dean of faculties Che ar&.,s to be represented
on the nom-teal_ Mng faculty committee.- The tembitt'ee shall
consist of the associate dean who willbe-a non-voting dumber
as 'chairman, and such members as shall: be selected by thee
faculty members involved by. whatever means,theyshall determine.

Each committee shall meet z=Ctho call of s eaairman. itt t'

initial meeting. the committee chairman shall review the qua
tiensfcereach rank so that all members .will be aware of th
fit criteria necessary for promotion or tenure as assistant. pro -
fessor. All dossiers submitted shall be reviewed by ail committee
members prior td other meetAgs. Department chairmer.nr super-
Visors shall see tharall dossiers are organized unifOrm2y.ac-
cording to the four criteria specified,

41%
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The Co 7t i,t.te
z chairman shall submit a. list of the names

of thole natedto the vice president and dean of
faculties The nimeo of those r mmecoestded:for-promo-
tiGn shall be 'arranged by ar,ademdcran154 an, additional
list-shall consist of the names of those recommended
for granting of tenure as assistant professor. Thl!-
chairman shall,npte,tte perventagerO5,the possible

-pclitirs which each notinee received 4.n the voting.

The dossiers of those apprtved by the cokmittee
ubmitted.with.the.report.

.

The chairman- of each comaitte sisal': iaanlude with the
dcouniers a at meat hisiter, own recomsendation.

The committee chairman shall prepare a-statement for each
candidate not riccormended. informing him/her of the areas
which the cerzNittee believes'idditioaar.effort shotild be ,

expended in order that the candidate shall he adfudged bet,
qualified when again considered or remotion. This statement
shall be forwarded to the candidates at the ,sameo_time as state-
ments from the vice preSident'and dean of faculties are stilt
(as provided, below).

)0The vice pr sidgn.t: and dean: of faculties siren .compa qualifications
o the people, recomsrainded as :revealed. 'by4heir ossier and by their,
position on the ranked liAts provided by tlik: vi.sory con : =tees The
vice president and dean Of fa.culti shall th ecide which canclidam
he will recommend favorably td the ident. 'all, then notify
she dean pf. each school and the, as dean of faculties of his
ecisions. In additiotit. < the vice 'pres d Itt shall,Arovide a statement
r each additional utlInccefsf.plcaindi a e (those candidates whom -the
e president and dun of 'faculties has decided not to recommend

the president for tpro or tenure) informing specificalty
cif the areas in which additional effort should be expended in order
that the candidate:shall be adjudged better qualified When again

v

sidered foac promotion.

The deans (5f reach school and the p soci.o.te dean of
notify' the do partMedi chairman or at supervisor o
each candidate. , The departafent chairman turn.,th

du ea shall'
the status. of
1 imMediately

inform eaeft candidate of hi.s(har,statUs. The deans andassooiatr
dean of.faculties.ahll-also forward their statements and the vice

esprident and dian,of faculties' statements to unsuccessful c ndi-
dates through the pamp channels.

- ,

Copies of the statementeshall also e plaq.edtn .candid esA

personnel folderw.

Appeals Procedure
-

Withi*
-,

ten days Of notification'hy the departmeni chair unsuc-
.dessfuLcandidates may subMitin writing an appeal fpr reconsidera-
tion through Channels- to the vice president and-dean of faculties.;..
They,s4a,Winclua&-uch additional data as they think pertinent.to
their:Ca-se'; The promotlion committee of the appropriate 80104 or

.... 0."
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and a« t vice preatdent and den of:fatultie 1

'n appaa the vice president and dean
.dent shall recommend to the Board of Regents

s the president judges fully quali.ied and de-,
or tenure, as the case: may be.

Rank to a Member of the' Admirsistra zve Staff
Itcr. .e..stelf wh9,,holds faculty pink in a .-

a dtAti who w sties to be considered for promos on orwhor.
promot`..on shall submit Alessi-ex' TO t e chairman
it whiah beishe-holde rank. His/her ap licationi
consid ved,ender the procedures hereiti; prescribed.-

Grhtting cf kexttn Ietere. hiter.Ptobettonaty Period'

Each faculty member tired as a prefessor or associate profOsser,shall,..
durifig the Al. erg quarter of his/her second'yearl. be evaluated by the
faculty promctiirr Istdvisofy committee of his/het school o other trees
inthe manner ir,eawr.bed fox n%iminees for prdMtion and hIsiher can-
didacy for tenure shall be ;Voted on, by the ceMmirltee, ktwo/thirds.
majority sh41 be neze4Fsary for mmendation for renewal. of:his/her
fourth year cc act,

Initial Ea ployme

The same crater; elaborated ,below foi each faculty rank shall be
applied when fa. ulty are initially employed. Department chairmen.
-and/or department personnel cOmmitteeshalifbe responsible for'
maintaining edfult;y in:rank,,between taculty being employed end those
already serving. If problAMs of mnitial'ratic arise, they may be
brought before the approp'riate School or non-teaching prctotiop
advisory committee.

dir
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ult _Rank7Criteria

a.; Time Limitv-Promotion,
''

An Inetructor may serve in rank a maximum of five.yea He/she should
be considerecf for Vrmotionassoon as he/she has net criteria'fgr.

,-
Assistant Profsisor.

An Assistant PrOfessor Shall normally notbe considered for promotion
t6:AsSociate until ,his/her third year in rank at West Georgia\College;
he /she must be cOnsidered34ring hia/herifth year 11rejected,at
that tiMi,he/she mtstAwe considered again no later than his/hersetrenth
year." If he/she isnot proMOted by Or during his/herthevefith yea- .as
assistant profe'spor orhis/her tenth yrar as-,instructot and assistant
Profesaor,,halsbe should be granted tenure as an Assistant Professor or
not reeMplOyei. kOcultymember's receiPtof tenure Shall.n4PredlUde
his/her fUtilre-considation'forPrPMotion.

The time after -hiC11 afacultymember Must: be considered for promotion:-
to associate professor or:lbr the 'ranting. of tenure, shall be counted
from September or the date of employment, whichever is later.

An Associate-Professor shall, normally not be considered for proMPtion
to professor until his/her fourth year.,in.rank.

b. Time Iimits--EMplOyment and Tenure:
. -

Tenure of ProfessorSand Associ4e PrOfessors shall be permanent. When:
a faculty kemha/S first connection with an7institution is.s.in.the capacity
of a professor or. ssciate professor, he/she shall Sept-a-Ott-a probationary
-basis for a period of three years; he/She shall, during his/her second
,Year, be-evaluated as prescribed in section 2.f..

;

I
The time after which a:faculty member hired as associate professor or
professorjmust-be'evaluated as described shall be counted froM September
.1972, or the date of employment., whichever is later.

v Assistant Professors maybe considered for tenute.during.their fourth
year of .service.;:

of

APpointments o_f Instructors shall be on a year-( to-year basis and no
teacher shall serve-with the -rank of instructor for a,period longer
than five years.

(Board'of Regents Politie , p.1:9)..

Specific Criteria

r'
.

Four criteria are prescribed by Board of cRegents Policies, p. .1113.
Superior,Teaching, Cutstanaing Service tO.the Institution, Academic
Achievement, and Professional Growth and DAvei9pment. . Accbrdingto
Regent's Policies,, NOTE0bRTHY ACHIEVEMENT should be expected #L only,

.

. .

two areas. For employment or proiation to Associate Professor or.
Professor, one.mlathaye demonstrated SOME ACHIEVEMENT fOur
areas.- For personnel Ault assigned to:a school, otit,-'., .

,

.standingsfuifillmentof duties shall be the criterio9pplied rather
than superior. teaching.

15'
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(I. C, 3 continued.}

Below are 'outlined Specific MINIMUM requirementea by rank lot meeting
eael 'criterion:

Teaching

17.

To 'Be Emoloyed',1-' Instructor

If no teaching expegienCespotential for :

rief*4ve teaching as revealed by transcripts
-., recommendations, and personal interview. If,

.,z.petienced, evidence of effective teaching
'1-ns'reVeled by.-recommendations.

?otential for student counseling, community
'service, comMittee,work, skill in handling:
teaching routines.or.other piofestional
dirties, and for proper ethicalirglatlonship..1

Service to Institution

Academic Achievement

4, .Professional Growtlik_
and Development

Teaching

Service to Institution

Master's.degree.with plans for further
academic advancement.'. Exception may be made
in/fields where recognitiot and achievement
are of more significance'thanrecokpt of

,degree.

Definite plans' for, continued professional
study ate potential. .for invOlvement-in
professiona4activitiee.

ed As or Promoted to Assistant Professor

,

Same, as Insttuctor, if prospec ive.employee.
.

Tf.'.)ein promoted, demonstr'at on ofsuperi-
Or- teaching 'as evidenced by evaluat.j.lan,2-.

Willingness and availability to counsel
students, beyond mere advising for regis-
tration and ciassroo contact. Potential
for or interest in triunity wOrk.- Regular
attendance and some ontribution at com-
Mdttee meetings:' Wil ingness
in handlinEFteaching outines and neces"-.
sary peripheral'd Les. Effective advise7
meat of student rganizltions. ,Maintennce
of proper prof- tonal-. Thics.1

3. AcademieAchievement All work for the doctorate except. disser-
tation i areas there Ph.D. or Ed.D. isS.-

appropriate'or, in.other.areas, significant
c p5gential in: specialization.

Professiona'GroWth Membership in regional pfofessionalorgadi-
zations'. Continuous study or research or,

,creative work

10



I. C, 3 continued)

TO Be Employed As or Promoted to Associate Professor

1. Teaching If no college experience, potential for
superor teaching. If expeifienCed:but
new employees; evidence'of superior teach-
ing.as revealed by. recommendations. If

' 'beinepromoteddemonstration of superiot
teaching as evidenced'by evaluations.2

SerVice to Institutian: Recognized success as counselor, to students.
Demonstrated interest, in community activities:'
Interest in committee work demonstrated by
regular participation and contributions. .

4 Willingness and'efficienCy in handling
teaching routines and necessary peripheral
dUties. Effective advisement,of.student
organizationa:Maintenance of proper pro-
fessional

3. Academic Achievement

4. Professional Growth
\\

To Be EMploVed

O.. Teaching

As Or

Doctorate or extraordinary recognition and
achievement in specialization. Where ap-
pr9priate, .a second Master's degree or
otUer study may be considered in -lieu of
a doctorate,

Continuous study, forMal or informa1.3
.-

Participation" n professional organizations:
Demonstration of research or creative work.4
Local recognition in area of comperence.5'

Promoted to .Professor

Same as for-Associate Professor.

2. Service to Institution Sk4.11ed4n working with committees as
'evidenced by noteworthy contribUtions.
$4Oebs'as,cpinseior to students.,
EfeCti:7eadvisement of student Organi-
tatidfts.- Participation in community
activities. Maintenande of pr6per.
Oofe ional ethics.l

3. Academic Achievement_; Same as far Associate Professor.

4. ',Professional Growth' Continuous study,, formal or inforMa0
Significant participation in state.

\regional, or national Profeasional
Organizations. Continuous demonstration

research or creative work.4 ,State,
regional,. or national recognition in
area of compspence.6.

'

1'



(I.

To 'Be Granted Tenure as an Assistant Professor

. Teac ing e

2. Service to Institution. Same
.I.

[
3. Academic Achievement and

ProfesSional Growth

ow,

as for AsSociate Profes'aor.

as for Assciate Prbfessor.

4 /:
DOctorate orextraordinary
_recognition and achievement
in specialization. Where
appropriate, a sgcondAasterl
degree or other study may be_
consid! red in lieu of a doctorate.

Eith.r:
s (A)

Or

(B) COntinUousatudy, formal or
'inform 1.3 'Participation- in9
profes ional'organiiatIons
Demons rationofdraaparct ord.
creative work, 14.- Local recog-
4tion in. area of, coMpetence.5

.

.

ExPlanatory Notes.

a

iSee A. A.U'.P..statement on prOfessional ethids in "Acaderaic Freedom,Responsibi-
lity end Professional Ethics" 'in this handbook. 1'

2See section 5 for instrumentsfor evaluating teaching.

3ProfesSional,growth may inciUde'the f011Owing:. (a). Setviceon statewide,
regional and national Committees, panels; (b) attending updating workshops, seminars,
short cOuraes, institutes; (c) state, regional, or national offices or executive
positions in learned or professional Societies;,(d) travel related to one's particular
fieldrOf teaching'and research. (Items b and d may also satisfy part of'Criterion
Number 3--"Academic Actievement.."). '

, .

4Performance or exhibitions befOre state, regional, or national groups.
Publications:and papers Presented before learned societies or meetings. Pub-

-'1.1ications and, paperS Should be listed and. separated in tie following, fashion
ancLtdentified by the'department chairman in.the candidate's 'dossier as to
their significance as contributions to the particular disciPline:

(a) Books and memographs,
(b) .Publicationw and papers, reviewed'bgfore acceptance,,
.(c) Abstracts and reprints (e.g., andanthology),-,:
(d) Publications and papers not reviewed,-
(e) Journalistic (popl4r) writings.

Creative work should also be evaluated by:the candidate's department.chairman or
some facility member of higher eank and recognized competence in the same artistic

ti
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(I.. C, 3 cont .hued

..-
--,

5Con§ultiog, conducting workshops, speech- making or performing local ly--,
-,-

(bosinegaes, pOblit schools, civic clubs, churches, etc.). In these activities ,.,

its is assumed at the.facultymember is utilizing his area(S) of competence
as, an extension of hig research or classrooth teaching fotthe benefit Of those
whd would norm4ly not have access to regular` classroom instruction.

0 . 4

. ,
°Consuleings conducting workshops, -speech-making, performing for businegges,

public schocls;:civic cIUbs, churches. etc. Indication: of one's recognition as

aseicpett by.other academic, business or professional' people. 'Sbuld:be ilemonstra-

i
edrby invitations to b on.progtam of scholarly or professional meting AThese
'and certainactivitie, under'"PrOfessional Growth" may alsdbe considered as evidence
Of Criterion Number Z7,:"Servide to the'Institution,").

;."

A
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4. "Curriculum Vitae:

The curriculum vitae which'is to'be included'in the-dossiers of candidates
for promotion. or tenure at assistant.professor shall folloWthii format (which
is arranged to coincide-with the four Criteria defined):

Name .

bate

Teaching or work experience for non-teaching. faculty):
Date Title Institution. and Department

-. \

Service to Institution:
ommittee membership:,
ounseling,exi5eriende: -

Advisement .of student organizations:, .

artiCipation_in educational activities: (talks"to high school classeS Or-Betak
- clubs.; judging of high schribl achievement tests, leader -or merSer-of

.

seminars inifield if'interest'or in general education, leader or member
of disctissiOn groups in field of interest o in gendTal eduCatiOn)

Participation in community activity:
.

A.

Academic Achievement:
Degree School,

M'.A. TheSis:
c?.

.Ph.D. Dissertation:

Honors:

Professional. Growth:,.

Membership and offiCes'in..scholastic honoraries:
' .

Membership and offices in.professional societies:
.r.

Publications:

Papers read:

Editorships:

Work 'in progress:

,

Listed ia directories:

1

0
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(I. C,5)

5.. Evaluations

Evaluation of a faculty member's work shouldbe continuous inasmuch as
evaluation should aid a faculty member in becoming. more effective inthe'per-'
for-Tame of his/her duties as well as offering'evidence for promotion and/Or
tenure.

Although evaluation of classroom success is necessarily somewhat sUb-
jective, three-modes of evaluation can to'a significant degree objectively.
measure teaching effectiveness: self- evaluation; evaluation by the depart -
went chairman, and student-evaluation. Because; West Georgia College believes
that teaching is:the most important function of a faculty *ember, the fOcus
of evaluation instruments shall be on teaching

c

and related duties.
1°?

- , .

The instruments ofevaluation are,standard forths for all departments, .

-..but any school, department, orarea may add questions to self-evaluation

_form-'ar,the department chairMan'S form which make the forms apply.to the
unique qualifications of the specific area In addition, a department or
area admiriister, and tabulate the,redults'o an evaluation form
which is especially applicable to the Specific area._ The department chairman
Shall Include_the reaults,of such an'evaluation"form in the dossier of each
department membex .bein for promo ion. In place.of'the standard .
forms, non - teaching a ea may devise theirotan forms to evaluate fulfilllent
of ditties.

Student evaluation forms shall, be an official part of the administrative
evaluationprocess. The evaluation shall be'privSte and shall be pOlished
Only with t14 agreement of the faculty membetThe department chairman'S .

':evaluation.and the self-evaluation in company with the published or unpublished
.Stbdent-evaluation shall be in the department chaiiman's care and the cuMulatiVe
file shall he'available.only to the fabultymember,Vhis/her department' chairman,
school dean or area*superVisor, thedean of academic affairs, the president, and .

. the Chancellor except when the faculty member is being considered for prOmotion
Or tenure, When the faculty member is being considered for promotion ortenure,',
the entire file shall be made available to the proMotion advisory Committee; If
the selfeVaIdation aria department chairman's,evaivation are comphterized, code

.

Symbols shall be used to insure anonymly. '
,

Copies of the forms,for self - evaluation and the evaluation'by the department
chairman are given on the next-pages.

21
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(I. C, 5 ontinued) .

WEST GEORGIA COLLEGE
, SELF-EVALUATION OF TEACHING METHODS AND EFFECTIVENESS

LL

t

(TO be submitted/b-y.each member of the teaching faculty at the close of the Spring
Quarter arld at the time he or she is being considered for ptomotion. The 12 months
immediately before.the date submitted are the period to. be covered.)

-DateNate of faculty member
Computer Code Symbol

Course
Qtr. No.,

1.A

.COURSES TAUGHT . N.

.. No. of
Title Students

INSTRUCTION8:- pn the stale to'the right of each statement, cheek the letter repre--"
senting the degree of practice as explained below. If the item Is appropriate for
some courses and not for others, consider-the courses for. `which approp?late and,note
'courses-to which item is inappiit,:able on the back of,thi,s-sheet. Make any other
incilanatBry.notep you ,consider nedessary on the back of the Sheet.

SCALE: A -- To maximal degree practicable.
B -- To a significant degree.
G To,someextent.. t

-D

E -i,Not applicable-to courses.

INCREASE TkAGHING.F.rECTIVENESS:
I studied the:results of the Student Course
uations for the purpose of improvement.
I read books or Articles-on instructional
techniques or innovative methods.
I discussed instruCtiOnal-techniqueS or innova-
tiAie methods with my colleagues.
I endeavored to makemy courses more interesting

.and effective.
INSURE.HAT COURSE CONTENT-IS-CURRFNT AND
VE:

I reviewed recent.publicationa.in-my field.
I discussed course-content:with.colleagueS-
at!othetColleges:
I attended professional meetings.
I coordinated course-Content with- eaCheri of
related courses.
In multi-section courses, I followed the depart -
mental, syllabus.

EFFORTS TO

(1)

(2)

EFFORTS TO
COMI?REHENSI

(5)

(6)

(7)
(8)

(9)

EvaV-
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(I. C, continued)`

EFFORTS TO.PLAN, DESI ,OR REDESIGN THE COURSES:
(10) I publishedand distributed to each student the

course objectives' and syllabi.',

(11) I made available to students,an outaidereadjng
t,listar list. of'publitations.

. (12) I Covered the knowledge points or skills necessary
for'students to progress to courses for which my
courses were prerequisites.

(13) I fbllowed my-course'$yIlabi..

EFFORTS TO INCREASE STUDENT INTEREST.. AND_
(34) I attempted,to effect:Student partiCipation

and involvement.
(15) I related the course'contents to the students"'

.:perceived needs.

(16) I utilized instructional aid such as films, slides,
transparencies, charts, TV, audio taRes, and models..

(17) I utilized such techniques as field *ipS, guest:
speakers,,case studies, and panel discussians to
increase student interest and to improve learning.

EFFORTS TO EVALUATE.INSTRUCTIONALEFFECTIVENESS'AMITO'
BRING STUDENT PERFORMANCE UP .TO STANDARDS::

(18) I devised and used throdghout the:courses.methods-
,

to determine the progress students were making
',toward course objectives.

, .

(1;5)kepsch student informed throughout the courses
of the degree to which he or she was doing satis-,
factory work;:

(20) I held personal conferences.to individualize
instruction.

(21) I requirA,students to re-do unsatisfactory works
(22) ,I offered, extra instruction to weaker students. .

(23) I made a conscientious effort to bring weaker
students' performance up to standard.bOoie I
awarded them an unsatisfactory 'grade.' "

MY INSTRUCTIONAL-EFFORTSr
Course objectives were. accomplished.
I increased student'interestin the
I attempted to engender an attitude appropriate
for the studebt to successfully and meaningfully
recognize the challenges of the world around hint.
I attpmpted to improve each student's written and
oral communication skills.
I consider that the methods used increased the ;;.

analytical skills of stddenta and their ability
to be Innovative and imaginative.

'RESULTS OF

(24)
(25)

(26)

(27)

(28)

.
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NEST GEORGIA COLLEGE

EVALUATION. BY DEPARTMENT CHAIRMAN

(To he completed by the department chairman for each.member.of
close of the, Spring Quarter, or at: the time he or sheis being
promotion-0

r.

Name of faculty member
S.

Computer Code SyM1.61
. -

Scale:. A -- To maximum degree' practicable.

Toa. significant degree.
C To some extent.
D No,.
E Not applicable.

'ACCEPTANCE OF COLLEGE ASSIGNMENTS..(department and college)
(1) He accepts departmental and college assignments

Date

- willingly.

ATTITUDE
(2)

(3)

(4)

COOPERATION
(5)'.

(6)

, .

Be acts in the best interests of the department and
the college. -,.

,

He takes a professional attitude in human-reiations.
and personnel problems. --
His.approach to problems is mature and reasonable.

the department at he.

consldered for

He assists colleagues and Others with.their proble
His''suggestions and actions are constructive rather
than destructive.

E

PERFORMANCE ON COLLEGE ASSIGNMENTS (department and College)
{7) He performs his assigned departmental duties..
'OW Re pgrforms college -wide duties {committee assign"--

Ments, etc.)

-PROFESSIONAL BEHAVIOR AS IT RELATES TO HIS PROFESSIONAL
ACTIVITIES AND THE GOALS AND NATURE-OF THE INSTITUTION.
(Department and campus)

(9),. He acts responsibly (see "Professional Ethids,"
II,A,3)

FACTORS RELATING TO TEACHING EFFECTIVENESS

(10)-He'displaya enthusiasm whichVitalizes his teaching.
(11) He displays skill and Allingneas to*viseand

Ni;; % .consult with individua- students. _-
(12) He follows the general*policies cif the department`

college relativerto course content, approach)
objectives, etc.

e

Description of specific faculty assignments and services:

Other comments:

Department Chairman:

2
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Removal for Cause (Article V, Section 4, MCC Statutes)--

*
1. The -resident may at any-time remove any faeUlty memAr for
cause. Adiqu7ate cause for dismissal will be related directly or

. substantially to the fitness of the: faculty member in his pro-
fessional eapatity. Dismissal will not be used b;restralin
fatuity members ,in their;exercise of academic freedom or /4.ghts
of American `citizens.

, 2. Grounds or "cause for dismissal may include, but shall not
be limited to, the-follaOing.conduct Unbecoming a faculty member:
conviction of a felony or a P4ime involving moral turpitude during
the period of employment, or prior thereto if the conviction was

- willfully eoncealed; evidence of incompetency, gross inefficiency,
demonstrated lack of professional growth, or default of academic
integrity in teaching, research, or ftholarshlp; intentional or
habitual neglect of duty; obstruction or disruption of .teaching
or any other institutional function.; use, Possession or distribution
of illegal drugs; immoza/ or obsceneconduct; willful violation of
Regents' policies and published rules of-the institution; teaching
under the influence of alcohol-or.drugs, and ariy other use of al-
cohol or drugs which interferes with the faculty member's performance
of duty; physiealor mental incompetency as determined by a medical
board or a licensed physicianancF:confirmed by 41.committee ofthe'
Faculty Senate; failure to carry.out-assigned respongibilities to-

.-

ward students,' departments, colleagues, or the College; false swear-
ing with respect to official documents filtd,with the College.

3. Dismissal of a faculty member with tedure, er a non-tehured
faculty member ,before the-end of a specified term, shall be preced d
by: discUsiion betwebn the faculty member and appropriate gdminist a-

. tiyt officers lOoking toward a mutual settlement; informal inquiry
by the appropriate'Senate committee which may, failihg to effect
adjustment, advise the President whether dismissal: proceedings should
be undertaken (however its advisory opinion shall not be binding u on
the President); a statement of charges framed with reasonable part cu-
laTity by the Prekidefit or hisfher designated representaqve..

4. : A dismissal, as defined in 3 above, should be. pre4ded by a
statement of reasons or charges and the faculty' member con' erned

i

shall have the right to be heard.by a Faculty Hearibg Comm ttee
of the College. ,The Faculty Hearing Committee shall. consi t of,
five faculty metbaq, appointed- by the President froMA paliel of
eight recommended-by ehe Faculty end Staff Personnel Committee and

...
approved by the Faculty' Senate. The Faeulty Hearing Committee
shall meet'as-abody'When t iS,t :led into session' by the President
or by a faculty member ia'ahbject to dismissal as defined'in
2 above,. When called o.Eiedion, the Facnity-Hearing Committee
Shall eledt a chairm from among &its membership, A member shall ..,

remove himself/hers lf, from the east, either 'at therequagt of a
if he/she deems himself/herself
If a member removes-himself/
shill aiTolmt another faculty

partyoron his/her own initiative
disgualifiedftfr-bias or interest.
herself from a case, the-President
member_as a replacement.

ca 25.



g hearing procedures shall apply:

a. Servic notice ea i g with.speciff.c reasons or
charges .ag nst the facility plember .in writi g will be made et
least ten days prior to the hearing. The faculty member
may 11.4,4 heating or may reapord 6 tbe charges in writing
at any time' before the hearing. If a. fa ulty member waives
a bearing, but denies, the charges against him/bee or asserts
that then charged-do not support a find ng of adequate cause,
the hewing: committee will evaluate a I available evidence and

1, rent its irecommendation upon the evi ecce in the record.

6. The Faculty Hearing Committee, in consultation with the
PrOident end the faculty member y exeroise its judgment
as to whetlier the bearing s,bould he public or private.

,Dering the preceedings the c mbar will be permitted
to have an academic or Other pe sonal advisor of his/her in,
choice.

d., A tape reco ngi brief;
of the ,proceedings gill be k pt

thtz administrati7n in the

=111'3, trip .

ailablse to the facUlt.ty
appeal\ is- filed.

e. The Faculty.Rearing Cotemittee tlay grant to
enable either party'to investigate evidenc 'a valid'claim o`ee is made.
f. The member and the adminis rti

An opiroX:t o obtain necessary witness
. other evi

g. The facu y the administration' shall have the
right: te con,front and cross-examine al/ witnesses.. Ttrher9 the
witnesb cannot- et' Will :lot apppar an.d the Committee det-irmines
that the iaterests of justice require the admissidwof 14.si.her
tatement, the committee may by affidpvit rarcl the 4wo-rn

testimony of the witness:

h. In the hearing of charges' of'.incompetence, the estirpny
may inclUde that of qualified faculty-tembera fro .this"Cop,ege
or from other inatitOtioni of higher eduent4n."

The Faculty Hearing Comisittee will not be bound by fork-Li
rules of legal evidences hid 'may admit any evident(' which is

pr'oba etiv, valuein deterMining the issues invoIlied.
C

J. .The findinge of fact, and the decision ,of the-Faculty
Hearing Committee vi1,1 be based solely, on the hearing reco

k. Except for such simple announcenlentS. as may be required,
cove4ing.the time of the tearing and similar matters public
statements and publicity about the-case by either thefikullty
member or,:administratItve officers should be avoided null the
,proceedings have been completed, including conaideratiojy by
the -Board- of Regents.' 'The President and the faculty ttetaler
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4..
. D, 5 k continued)

a

will be notified of thd decision in,writing and upon reqUest
will be givSn.a dopy of the record of the heating.'.

1. the Faculty Hearing Committee concludes that adequate
cause. for dismissal Wai not\ben,establishedNWthe:evidence,
In the record, it'will so report to. the 'President.. If the
President does not approvethe report: he/she may state his/
her reasons for doing so, n:writing, to the Factity He4ring
Committee for response before rendering,his/her deCiSion,
If'the Faculty,Hearing Committee concludes that adequate cause
for a dismissal has been established.), but.that an acadeMit .

penalty less than 'dismissal would be more appropriate, it may
.so recommend, With'supporting reasons. -, ThePresident mayor
may notfollow duch.recommendations.s,

1

m. After complying with the'foregOing procedure the President
may send an official letter to the faculty member notifying
him /her of his/her removal fox cause. shall be
senE-by certified mail to be delivered to addressee only with_
receipt to show to whom and when delivered, stating-thetharges
which he/she:.has.found suitained, Ind notifying such person_phat
he /she may file. n appeal Within twenty (20) days after the date
of receipt of such notice and thargea, with the Executive Secretary
of the Boar&of Regents.for its consideration:. The Board or a cOm-
mittee,of the Board shall investigate the:matter thoroughly 'and
render its decision:thereon within. sixty (6Q) 'days from the filing
date of the.recOrd-Of thecase with the,Executive:Becretary. The
Board or adoitittee..tof the Board may review the diSmissal based
on the record of the Committee hearing,.or it may provide an op-
portunity for.argumentral owritten or both% or it may order
e new hearing'of the case before'the Board or a committee of the
Board. The decision of the Board shall be final and binding for
all purpOses..,-

!.. . ,

n. "UpOndismissalby the President,. the faculty member shall be
sutpended.from-employment without pay from the date of receipt.
of the final decision by the PreSident: Should the faculty member-
be reinstated by actiOnaf the Board of Regents, he/she shall be
compAnsated froM, eth date of suspension.

...
.

4 _
. 4

'ft7
O. Any faculty'member dismissed on grounds other than those
'enumerated above has the right to appeal to,the Board of,_Regents
in accordance.With Article IX,' By-Lawsof the Board of Regents.

E. Right to Redress (Artidle,V, Section , WGC Statutes).

Any faculty meMber,admiriistrative officer, or employee of the
College who believes_ that his/her,rights have been invaded or
'ignored by any. other:f4uftymeMberi AdministratiVe,Officeror
employee of the College, 'and V.Tho 10 unable to e.fain within his/
her own school or activity redress which ia-satisfactory-to him/
her,,may appeal formally for redress through established channels
to-the President. If the President's decision doed.not settle
the matter to his/her satisfactiohe/phe may present to the
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. President a fomal appeal, to the Board of Regents a:provided in
Article IX, By-Laws:RE the Board of Regents.`

F. Grievance Procedures

1. 'A person haVing.a grieveince.shall attempt tooresolVe,it at all levels
through that-of the'Vice President and Dear of Faculties before submitting_.
it to the chhIrperson on the.SubCommittee on Yalculty anctStaff Grievances.
The person:should understand that a committee- ,appointed to hear the griev-
ance functions to Study,the case and to make recommendations: it is not
empowered to reverse decisions,

2: A-person submitting grievance shall follow the stated procedures. at
each level:

Department'Chairperson (or Supervisor):

(a) The7aggrieVed person shall first discuss the grievance with the
appropriate.chairperson.

°(b), If the matter is,not resolved at this level, the person should .

prepare a Written statement cleatlydell,neating the gri vance,
supplying appropriate documenation.

itef

(c)r Simultaneouslyi*the department Chairperson shall prepare a written
,:statement to justify his. /her action. -

(d) ,ThiSe dOcumpnts shall be forwarded to the. next highest administra-,
tive level.

Dean of School (or. other Administrator):-
.

) Upon receipt of the iloctimente, the dean of.the school 'shall review

the grievance'inconsultation, if necessary, with the person in-
volved, the depaitment chairperson, and/or any other persons who
might provide useful information.

CO* If.thegrievance is not resolved at this level, the'dean shall,
prepare a written statement describing his /her actions and jus-
tifying his/her,decision

(c) The folder of documents including:the dean's statement-shall be
forwarded.to the next highest aeministrative level.

Vice President, and Dean of Faculties

(a), The Vice President shall review al . statements concerning the case.
He/she may consult with the involved dean, department c airperson,

!and-faculty or staff member before rendering a decision an the
grieVance.

(b) If he person filing the :grievance is not satisfied with t e
decision) the Vice President shall forward' the folder lAclu ing 'a
written statement of the decision and justification to'the Ch ir-

. person of the Subcommittee on Faculty and Staff Grievances.

Chairperson of the Subcommittee on'FAculty and Staff Grievances:'

(a) Upon receipt of the folio zoncernAg,the grievance, the chair-
person of this,comtittee shall consult with the Chairperson of
the Faculty and Staff Personnel Committee. They shall appOint



(I< F continued)

a committee of three to five persons to'heAr The appeal.-'
(b) The committee appointed shall be constituted to assure that the

`Aggrieved person receiveaa fair and impartial. beating.
(c) 'Thibcommittee to hear the grievance shall consult,'within reason,

;with anyone tit deems Appropriate. '

(d) This committee shall forward, lts decision with 4ustifieatiOns
to the Chairperson of the Faculty and Staff Personnel Comm4tie
who shall present t to the full committee Lot consideration..

(e) The Chairperson, of the Faculty and Staff l*sonnel Committee
shall'submif the f 11.6-including the "'recommendation ofthe full

0
committee' to t ice President.

(f) Simultaneously, a letter stating that action has been taken
concerning the grievance shall be - transmitted tothe Executive
Secretary oftheyaculty Senate and to. the aggtieved:peraoh.

jg). The, Vice President shall assume responsibility fpr trandmittIng
All information back down through the appeal,chain:

President of the College;'

If the grievance is not resolved at this point; the aggrieved person
may appeal eo the neketighest level - the President of the College.

)
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'HISCAIANEOUS PERSMIELPOLICTES

A. Academic Freedom, Responsibility, and Pros) fessional Ethics (Article V, Sect3on 1,
WGC Statutes)

1. :AcadPric Freedom

.1
Any faculty member-is entitled to full freedom in. the classroom in the

research.and in the publication of results, subject to the adequate performance
of his/her other academic duties; buEvresearch for peChniary return shall depend
on the approval Of theTresident.

Any faculty temberie-entitled to freedom in the classroOM in discussing his/.
her subject, but should be carefUl to present the various Scholarly views tested
to the subject and avoid presenting totally unrelated material. LipitationS;of -!
academic freedot because of religious or other alms of the'institution should be
clearly,stated in writing at the tiMof the appointment.

2. Academic Responsiblity

The concept of freedom should-be accompanied by an equally demanding concept
of responsibility. The college or university teacher is.d citizen, a member of

' a learned profession and an officerofran eddcational institution. When such a
person speaks. or writes as a citizen he/she should be'free from.institutional
censorship or discipline, but his/her special positionoin the Community,.ipposes
sPecial obligations. As a.person of learning and an ed4cational-officer, he /she
should reMember,that the public may judge the profession and the institution-by
one's utterances.' Hence he/she should' at all times. be accurate, should exercise
restraint, should show respect for the opinions of othersand should paki every
effort to indicate tit at is not aninstituqonal spokesman.

Professional'Ettlics

The professor, guided by a deep conviction of the worth and dignity of the
advancement of knowledge, recognizes the special responsibilities placed upon
,him/her.' One's ptimary responsibility to one's subject is.to seek and to state
-the truth as one sees it TO this end one should devote one's energies to'de-
veloping and ipproving scholarly competence;. He/she accepts ihe.,obligatien to
exercise critical self-discipline and, judgment in' using, extending, atd'ttans-'
mitting knowledge., He/she practices intellectual honesty. _Although one may
follow subsidiary interests, these interests must never'seriously hamper or
compromise freedom of inquiry. .

4. 12.teAcher, the professor encourages, the free putsuit of learning by hip/
her students.- He/she.holds before them the best scholarly standards of his/her
discipline, demonstrates respect.- for the student as an.individual, and adheres
to the,proper role, as-infelleCtual,guidt ana counselor.. He/she makes every
reasonable effort to foster-honest academic conduct and to assure.that evaluation
of students "reflects their tru -.merit. He/she respects the Confidential natureof the relationehip between pr fessot and student, avoids Ariy exploitation ofstudents for privatefidvantage d-- acknowledges significant assistance from, them.
He/she protects the academic freedom.

3
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'As a colleague,-the,profeSSor has oblig4ions that derive from c6Mdon memberr
ship in the community of scholars. He/she respects and defends the freeinquiri
of assoc4-ates. In the exchange of criticisd and ideas he/she shows due respect to
associates,-and respect for the opinion of others. He/she acknowledgeS.academic
debta and-strives to be objectiVe f&theprofesSional judges nt of colleagues, lief
she accepts a share of faculty responsibilities for.the gov rnance of the institu-7.
tion.

R.

As a member of the institution, the professor seeks above all 'to be.an effective
teacher,and scholar. Although- he/she shOuld obserethe stated regulations of the
institution, provided they do not con ravene acaddiac freedem,Ale/ahe should maintain
the-right to criticize and seek revision. .He/shedetermines the amount and haracter

irileh

of wOrk. dto be one outaide the insti tion with due reg.qd to his/her -paramo t re,,-

sponsibilitiesvithin it. When cons deiing the interruption' termination is /her
serTice, one recognizes the effect 0 one's decision upon the program of the institu-
tion'and gives due notice of intenti ns. .

.

-AS a member of the community, t e pr eisor has the t 1

tights and obligations of
any citizen'. lle/she measures the u gency-of these obligations in the light of re-
sponsibilities and to his/her subjett, studen s profession, and institution. As-
a citizen engaged in a profession that depe s upon freedod for its health and-
integiity, the professor has a partcular o ligation to promote conditions Of free
inquiry and to further public understanding f academic freedom.

. .

-Equal Employment Opportunity (Article V, Section 6, WGC Statutes)

In accordance with the policies ofrthe Board of Regents, there shall be no
discrimin4tion based.on race, color, sex, religion, creed or national origin of
etployeei in their appointment; promotion, retention, remuneration, or any other
tOndition of eMploymAnt West Georgia College shall develop and employ an Affirma-L
tive Action-Plan to assure that its-employment practices are in accordance with
Federal. Executive Order 11246 and the policies of the Board of Regents.

dproyment'oela vas (Policies, Board of Regents, 1-2, p, 106)

The basic:oritetia for the appointment and promotion of faculty in the ie
several institutions ofthe University System shall be appropriate qualificitions
and petformance'as set forth inhe policies of the Boardof Regents. Relation-
ship by fadili-6i marriage shall constitute neithet an advantage nor a disadvan-
tage provided the individual meets and fulfills the '..-.hropriate University System
appointment and promotion standards as set forth :in this,e

'NO individual:shall be employedin adepartment or unit under the supervision
of a'relative who has or may,have a direct effect oh.the individual's progress,
perfordante, or weifare,-. .

.,In accordance with the policy of the Board of Regents, there shall be na
discrimination based upon race,- tole sex, religion, creed, or national origin
Of employees in their appointment, pr motion., retention, remuneration, or any
other condition of employment.

Foi the purpose a this policy, refativ
arents and children, brothers, sisters, an

'are defined: as husbands and wives,
any in-lava of any of the foregoing.



.D.' Employment of Aliens
.

In 1955 the General Assembly of the-Stateof Georgia adopted the following
law governing the employment of aliens:

Be it enacted by the General Assembly-of the State of Georgia
and it is hereby enacted by authority of the same that from
and after the, passage of this Act that no department of the
State Governmentorany political subdivision thereof shall
employ an alien for any purpose until.a thorough investiga-
tion has been made and it is ascertained that there is no.

. qualified American citizen available to perform the duty
desired by the State of Georgia, any department thereof or,

-"any political subdivision thereof. Pruvided, however, that
any institution of the University System of Georgia may employ
any alien who is attending such institution as a student, and
any such institution may employ an alien for a period of time
not to exceed, one year, or:'enter into exchange professorship
agreements with institutions', foreign or otherwise, where
aliens are involved, for a period of time not to exceed one
year, all(subject to the restrictions of this proviso but °-

without regard to the remainder of this section.

Faculty Transcripts and Verification of Degrees .

. _ 4

All faculty must have.transcripts on file, in the president's -)ffice far
each degree completed, ,The college does not officially recognize the:award
of the degree until the transcript-isteceived.. A faculty member whose last .
degree was pending when employed should be certain that a transcript has been
sent which shows the conferral ofi-thedegree. Faculty members who ,attain a-
higher degree after employment should do likewise. -Catalogue listyp of
degrees mustbe strictly accurate. on the date .of publication..,

Verification of all degiees held by individuals being considered for
..positions on the faculty of-West Georgia College shall-be a requirement before
a definite commitment for employment *otes valid. The VicePresidentnd
Dean of Faculties is responsible for obtaining certification of. degrees.

P. Employee Benefits'.

1. caIVations

General administrative officers of the.College; aeanS, and other,faculty
and staff members with academie rank who are on a twelve month contract shall
have annually a vacation of thirty calendar days, exclusive of regularly sched-
uled holidays,

For all other, regular professional --6t non-professional employees, vacation
triads will be earned at the following rata:-

.a 1. 1/4 working'days per month during the first five years of
employment. -

1 1/2 working days dutingaach of.the next five years of employment.
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%.
1ft en ..

Earned vacation acCrueeup tola maximum of.45wor.king days. EMPleyees .

shall be compensated-forall'Sderua
-
a vcation time upon-termination of service for

r ,4! ,

any reason.

314 working days duringiesch:xdar after the,:cotpletion of ten years
ofcOntinuous service. fr

.Employeesi_other than temPorary employedorkinvone-halftime or more shall
earn and accrue vacation time in an equivalent ratio to.theiTperdentage of time
employed.'

:'%ya'CatiOn shall be taken at times mutually acceptable; to the employee and hi/
her supervisor.

All employees on a twelve month contractareoexpeceed to be on duty during-
College vacations unless they choose to count this time as part'of'their annual
vacation.

. ,.>

...,

. Ls used in this section, the term holiday mean's thankSgiving Day, Independence
.4

Day, .Christmas Day,- etc, when 'all off in,_the.collep are
,

clOsed.: The 4term--,

college vacation refers to that time tudents arenot'in attendance.
o .

.4
2. Sick leave '

(For additional information set Board,of Regents, Personnel Policies,
SectionjII, J.)

Al4....xegular employees of the University System of Georgia will accumulate
sick nave at the rate of one working day per calendar mouth of service.effective
.0ctoberl, 1970. All regular, part-time employees working one-half time or more
wiil'Accumulate sick leave in an eqpivalent ratio to their percentage of tiMe.°
employed.- Sick leave for all employees is cumulative, but a terminating employee
is not entitled to sick pay-after the.last-working day of his or her employment.

For one yeaeof continuous service but less than four years,
sum equivalent' to oneMonth's.saiaty-
For,four years of continuous service butqess than eight years,
a sum equivalent to three months' salar,.
For eight years of continuous service, but lessffian twelve years,
a sum equivalent to three months' full salary and an additional
t.hree,:Months at one-half salary.
For twelve years of continuous service but less than fifteen yedrs,
`a sum equivalent to three months' full salary and an'additional
six months at one-half 'salary:
For fifteen years r.more of continuous service a'sum equivalent
to three months' full salary and an additional six months at.one-
half salary, from date of established illness.

In the casevof academic year_employees,'a period of three months shall
e inierPreted,:t.c-be the 'equivalent of one academiC quarter.

0
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r

These provisions Will.not apply during the R-eriod of::time the employee
maybe on leave of,absence fur' reasons other, than or.peribds of
time during which they would riot be required, to perform services under the
terms of theiremploytent.

In deterM6.i lengthng the lengt=of _ser ce'of an. tillbloyee in the University
-:$ystemrdny time spent on leave or eaves of'absence shall be excluded. A
leave'of absence 'shall not, however, have the effect ofbreaking the Conti-
nuity of his service.

y payment made under the provisions of this regulationfor a continuing
perio --of two weeks or more shall be made only_on the presentation of a state-
ment (Ma physician certifying to the illness_of the employee. 411 certifica-
tions must be renewed at any time upon the request ofthe Chaacellorr-of-the
President of the institution' involved and at least every7three'months.

Any payment made underthe provisions orthia regulatibn for illness or .

. injury covered by the Workman's Compensation Act- shall be reduced by the amount
of'any payment received under the provisiont of the Act.

3. Retirement

Retirement is compulsory for every.employee of the college (incuding,
administrators, faculty, staff, or ho rly wage laborers, etc.) at the end
of the fiscal yeah:' in which the age o 67 is readifed.

Provisions for retirelnt on account of age, years of service, or "dis-
ability.shali be in 'accordance with. the Teacher. Retirement Act of the State
,of Georgia and such supplementary proVisions thereto as may be made by the
'Board of Regents% The supplementary provisions, including .monetary provi-
sions, referred to in the preceding sentence,-shallapply only to those
Persons who were employel-bythe college prior to April1, 195p:' All persons
employed, by the college on or after that date, shall besubject_to the pro-

: visions of the Teacher Retirement Act of the State ,of Geo*,ia and their re-.-
tirement allowances and benefits shallbeonly thote proVided by this Act.

.Life insurance as provided' in the gtoupj.nsurande plan shall be continued
after'retirement at the option of the individual.acCordIng to the terms of the
policies filed in-the business office. Hospitalization and any other provi....
sions in the, group insurance plan shall be continued or discontinued according
to the terms of the policies.

4. DeathBenefits

The compensation of all employees shall include not only the-amounts Ptid
to them in the forM of regular salaries but also the following as death benefits:

0,
An amountOayable*to the surviving spouse as follows: ,If the" :

deceased has been an'employee for less than one year, nothing shall
be paid; if he/she has been an,employee for one Yeat or more, but less
than two years, a sum, equivalent to one month's salary shall be paid;
if he /she has been an employee for two years, but less than three, a,
sum equivalent totwo,months' salaiy'shall be paid; -if -he /she has been
an employee for thietoyehrs or more, a sum equivalent to three months'
salary shall be paid. In all cases, "salary " ,shall mean the regular
salary.whichthe employee was receiving from'the college at ,tpe time
of his/her death.

34.
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,

5. Other Benefits

The Board of Regents provides a variety of other fringe benefits f r faculty
and staff, such as-Wbrkmen'S Compensation Insurance,-Social Security Insurance,
and Group Life and Medical Insurance. Tax-sheltered annuities are also available.

.Contact the.office of Fiscal Affairs for details concerning these benefits.

r

G. Leaves of Absence

Subject to approval by the Board of Regents, leaves of. absence withoUt pay
may be granted for a period of not more than one calendar year for graduate
study, military service, health reasons, or service or research for other
institutions or agencies. Renewals maybe requested for siMilar-reasons..

When funds are availa e,"leaves with partial pay may be granted to persona
who have attained the master's degree and are pursuing a doctoral program, and
who have been employed by West Georgia, College for at least three years.' Such
leaves are. for a calendar year or less=4and are subject to renewal.

H. Fac'tlty:CoMpensation for Summer School Teaching (Policies, Board of Regents,
p..71)

Payment of compensation to *culty members for full-time teaching during
the summer quarter shall be atthe rate of thirty per cent of their regular
compensation or the regular session of nine months. The salary for summer
schodl te4ching-wilI be adjusted proportionately for a period of time less
than. thefull quarter of eleven weeks and/or for less than a full teaching
load of fifteen,' hours per week.

I. Outside Employment

The Policies,of the,Board of Regents prescribe that a faculty member shall
not engage,in any occupation, pursuit or endeavor which will intetfere with
the regular and puinctual discharge of his /her official duties. the faculty
member should make. written application for such employMent to the President.
through academic .channels.

Faculty members.Under a nine-month (academic year). contract may accept
outside'employment forthe SumMer QuarterIiithoutprior approval.

J. Communications with the Board of Regents and/or the Central Office of the
;-University System of Georgia

Except for the President,-no employee of an institution of the University
System,, regardless of position of rank, ids permitted to communicat directly
with the Board of Regents,, the individual members thereof, or the Chancellor
and his staff.

Policies of the Board and of West Georgia College Statutes state: ."Re
[the President] shall be'vthe official medium of communication between the
faculty and the Board of Regents and between the studenta and the Board of
Regents."

r.
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The,President may authorize certain officials to dottuniCate.directly with
particular members of the Chancellor's staff, but in all cases carbons of letters
must be sent to the President, with this fact indicated:clearly on the original..
Communications which have natfollowed the normal channels are routinely referred
back by the Chancellor to the President of the institution concerned.

Thig procedure does not deny the right of any indiVidUal to appeal-to the.
chancelIOr and/or. the Board of Regents if he/she feels that his/her rights have
been invaded or ignored and that he/she has not foun&sat/iSfactory redress in
his/her own institution. ShoUld the individual wishto *Ice such am appeal, he/
she_needs merely to so indicate to the .President and predOnt-t4s4erappeal(in
a sealed envelope if he/she wishes) for4ransmittal by,thePresi
Chancellor.

K. Requests for I4egal Opinions from the Attorney 'Oeneral/-;

.The State Law Department has ruled that all reqUests for opinions of the
Attorney'General,drafting of legal instruments, lawsuits,. garAishments, and
similar matters concerning:institutions of the.University System come to that
office only upon request of the. Chancellor. Therefore, any inquiry or request

'tc; be made of tflP. State Law Department shoUld be directed initially to the
President of thy;. institution for endorsement,to the Chancellor.

L. Legal Holidays

This holiday schedule applies specifically to employees on fiscal year
contracts. Holiday periods for others on academic year contracts are covered
by other provisions; The College normally observes the following holidays:

Independente Day
Labor Day
Thanksgiving Day
Christmad Day
'New Year's Day

*Information concerning these holidays is dissemina9d in the Faculty
Memo.

M. Admission to Student Activities

Faculty and staff, their,spouses and.children, are admitted without charge
.

to campus athletic events, dances, concerts,. plays, and other scheduled student
activities. However, they are expected to pay admission (at the regular rate)'
for fUndraising events and other activities for which students pay admission.
Subscriptions,tp the Mutual Concert Series also require payment at the regular
rate. .

'Faculty sponsors should be sure that student leaders of various events
understand these regulations.

' .

The'college I.D. card serves as an adtission card for the faculty or staff
member and his/her family. The faculty or staff member may obtain I.D. cards
at nominal cost for his /ter dependents.'
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N.-, Enrollment of. Faculty. and Staff in Courses and Instructional Programs

Since it is to the advantage of the college to encourageiself-deve.lopment
of employees, opportunity is provided for.participation in training courses
and instructional programs on and off the campus. ,

1. Training courses

As the need is recognized, the college periodically conducts on-the-job
training workshops for groups of employees in'such broad interest'areas as
safety,, purchasing procedures, and budgetary control. Department chairmen
may obtain further information on workshops, or recinest.a workshop offering
for groups of four or more employees; by telephoning the Personnel. Officer
in the office of Fiscal Affaiii

2. InStructional programs

iTonadministrative personnel are paid for actual ho orked, and any
.

time off to attend classes on campus will be-without pay unless a program is
sponsored by the college.

Administrative personnel may be allowed time off to attend classes on
campus; however, the plan mutt nobe used by the individual eiplOyees merely.
to work on a degree. Any course must be approved by the emp yee's department

thi
chairman and.dean or director, who must certify that the cour will benefit
the employee in the performance-of his duties at the college. All employees

are expected to pay regular fees. .

Employees of any rank may take courses for credit or work toward a degree
provided two conditions'are met: first, the state requirement of a forty hour
week (for furl-time employees) must be "fulfilled; secondly, required fees MA6t

be paid. .

FacOlty members may attend regular classes offered by other faculty members
without registering as auditors. They shall not be entered on the rolls nor
Can they receive credit for the'course unless it is repeated fOr credit and
fees are paid.

-0. Faculty absences.

Since the primary purpOses.of the college indicate continuing contact between
students and faculty, classes should meet 'regularly and should be used for put--
poses directly related to the accomplishment of the goals and objectivSs of the

course in its curriculum context.

Faculty members who find it necessary to be away from classes should 'arrange

for the classes to be met during their absence. They should clear plans with the,

appropriate department chairman and/or dean. Outside interests may not be per-

mitted to intetfere with assigned responsibilities.

P. Disruptive and Obstructive Behavior (Policies,'Board of Regents, J-1,

The Board of Regents of the University System reaffirms its policies'tO up-,

.port fully freedom of'eXpreaSion by each member of the Academic community and to



e

(I , continued)

`preserve and protect the rights and freedom of its faculty, members any' students
to engage.in debate, discussion, peaceful andnon-disruptive protest and dissent.
The following statement relates specifically to the problem described below.
It does not change or in any way infringe upon the Board's existing)Policies
and practicesin support of freedom of expression and'action. 4CatherOt is
,considered necessary to combat the .ultimate effect of irresponsilige-disrupave
and obstructive actions by students and.faculty which tend to destroy" academic

-
freedom and the institutional Structures through which it operates,

'In recent years a new and serious problem has appeared on many college and
.

university campntes,in the nation. Some students, faculty.members, add others'
have on occasion engaged in deMonstrations, sit-ins and.other activities that
have clearly and deliberately interfered with the regular ant.. 'Orderly operation
of the institution concerned. Typically,..these actions have been the physical
occupation of a building or campus,area for a protracted. period of'time or the
use or display of verbal or written obscenities involving indecent or disorderly
conduct.

.

These actions have gone beyond all heretofore recognized bounds of meetings'
for discussion,. persuasion, or even protest, in that: (1) acquiescence to de-
mands of the demonstrators is the condition for dispersal, and (2) the reasonable
and written directions of institutional officials to disperse have been ignored.
Such activities thus have become clearly recognizable as at action of force,-
operating outside all established channels'on the-camput, including that of in-
tellectual debate and persuasion which are- at the veeducation.--of education.- -

The Board of Regents is deeply concerned by this new problem. Under the
ConstitiitiOn of the State'of Georgia, under all applicable court rulings, and
in keeping with tradition of higher education in the United States, the4Board
cis ultimately responsible for the orderly 6peration of the several institutions
of'the Uni:,',rsity System and the preservation Of academic frgedom in these
institutions. The Board cannot and will not divest itself of this responsibility.

Ofqual or even greater importance, such action of fotce as has been
described abovedestroys.the very essence of higher education. This essence is
found in the .nhampered.freedOm to study, investigate, write, speak, and de-
bate on any aspect or issue of life. This freedoM, which reaches its full -

flowering on-college and university campuses,is au essential part of American
democracy, comparable to the jury system or the electoral process.

-For these r assns and in order to respond directly and specifically to this
ae.4 problem tbe rd of ReOnts stipulatea.that any student, faculty member, .

administrator, or employee, acting individually or in concert with others,_who
clearly obstruts or disrupts, or attempts to obstruct or disrupt any teething,
research, administratiVe, disciplinary or public service activity, or any tither.
activity authorized to be discharged or held on any campus of the University
System of Georgia is considered by the Board to have committed an act of gross
irresponsibility and shall be subject tOdisciplinary procedures, possibly re-
sulting in dismissal or termination of employment. I

'1

The BOard reaffirms its belief that all segments of the acdemic community
are under a srtong obligation and have a mutual re$pcnbibility/to protect the L.
caMpus community from disorderly, disruptive or obstructive .actions which inter-
fere with academic pursuirs of teaching, learning, and oth*er campus activities..

36



(II. continued)

The Board of Regents un.erstands that:this policy is consistent' with
res utions adopted by the American Association-of University Professors in
April, 6a,,by the Assobiatibn of American Colleges in January '1968, and
by the, Executive Committee of fhe Association for higher Education in March,
1968, condemning actions taken:to disrupt the operations of institutions of
higher edtication.

17

Political activity

See "Academic FregdoM, Responsib
this handbook..

tyl and: lcofes onal Ethics'
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FACULTY .TEACHING RRSPONSIBILITIBS

A, Classroom Procedures

Early in the quarter each faculty member should introduce each course
clearly in terms of objectives, topics to be covered, types of learning Activities
number and nature of tests and reports, absence policies, and the syste'm of
evaluation and grading. In general he/she, should cover the course content
described in'the catalog and syllabus (if available) .

Eaeh-member of the faculty Oho teaches a course in the core curriculum
has the responsibility of explaining_ the objectives of the core curriculum"'

. and discussing hew the course contributes to the attainment of the objectives:
A faculty member whodoes'not aubscr.lbe to the objectives should not teach a
core course~.

Faculty members should. define for the student their standards of proper
academic conduct, What assistance ii,permissible"in the preparatidn of reports
term:or reaeardh papera,,and outsideproje'cts, and,standards of academic
honesty on tests.' (See "Cheating and Plagiarism" in this handbook).

PacUlty members should promptly returnwritten tests and reports to
students for review.' Unless final examlnations are returned to students,.
faculty members should 4ceep..such-examinations on file for at:least'one quarter

oand allow each student to review his /her paperupon request.-
--,

.- .

.

B. 'Record of tudent Akpences

It is important that an accurate record bOcept o student absences,
regardless of.the'ins'tructor's policy about clad& cute:. This information .
may be needed:

1. jay the deans, in making decisions about a student's academic or
disciplinarvstatus.:

By the Director of Fiscal- Affairs, ii determining -refund status
when a student withdraw) without formal noti ication.

By parents, espeCially of students who may be disciplinary or
academic 13itiblems. .

Ay_Prospective employers, who are
,genealattendance record.

When a student has been absent fo
Office of the Dean, of Student Services
may be

Class Rolls

rested in the studen
-

three Consecutive class us, the
VA be ratified 'so that the etude4

On the first day, of clasi, the instructor receives an initial class Tol l..
student's nameappears on the roll, he /she' is authorized` to be admitted. to

The instruaor should admit no student to class whose n does not



C, continued

appear on this roster unless the student
',Notia" from the Registrar.

nta an officiai'"Drop And Add

At the end of the Drop and Add Period, the instructcir receives two copies
of a corrected claei roll. One copy is the instructot's c ass roll. The other
copy of this) corrected roll should be checked against autue class attendance,
corrected if necessary, signed by,-the instructor And returned to the ROgistrar
according to inetrUctions sent with the foils, If a student has not-reported
to class, the instructor should note: "Has not reporte4",beside the student's
name. Any Other discrepandies betweenactUal attendance and the roll should
also be clearly,noted.on the copy returned to the Registrar.

Under no circumstances should a student be permitted to remain
unless.hi,iher name_appears on, the final rester.. Class rolls, grad
and permanent records are made from data-processing cards and tapes
Registrar will have-no record to show'his/her,enroliment in the ciao
students whose tame does not appear on the.roll.

Certain "courses such, as colloquias aOacial topics and special readings
provide foy. a varying number of hours. The chairman of the. department offeri.n
such variable credit courses should indicate on the copy of the class roil
returned to the Registrar the number of quarter hour credits for which the

estudent is enrolled, the professor who is to `guide the studSr* and the subject
of the study. This information must be reported to the Registrar in thetime
designated on the instructions. Some of the information is requiredto clomp/ate
the student's record and to bill the stu4ent-for the proper amount of fees.

e e,

class
reports
The
for those

Course Changes and Drops

The Drop Add Period consists of the-three daye.immediately following
registration,. During; this period a student may add or drop courses according
to thefollowing procedure:

.

The student consults with:his/her advisor.
The advisor prepares- a "Schedule change. Slip" Available,

departmental offices.
The student carries -the Schedule Change Slip tothe department
chairman of eaehcouree to be added or dropped, and receives,.
the department chairman's authoeization. .

The student-presents the slip to the Registrar who .issues the
-appropriate Drop and. Add, Notice,

After the Drop and AdO.Period,- a course may be dropped if the student con7
etrned presentg to the Registrar anauthenticated "Drop Membrandue (which is
availebie'indepartmental officeg)., These forms should be signed by the

,'instructor andindicate a grade of W, WP* or gio as appropriate., If. there are
unusual circumstances surrounding the dropping of a partieulaik,coUrse the
office of the Dean of Student Services should be_contacted.'

Instructors may obtain °forma for dropping students for excessive absences
from the.office of the Dean. of udent Services.

O
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No student should be officially dropped from, or added, to, the class roll
unti+ the instructor has received the appropriate Drop and Add Notice from the
Registtlr.

Reporting Gr.Ides

At mid-quarter) faculty members should advise each student who is not doing
passing work. The inStruCtor4hould also notify the office of the Assistant

.

Dean. of StUdent Services,for.Student"Development if counseling appears desirable.

Final grades are recorded on the master class roll, proVided by the Regis-
trar prior to grade reporting time.

Feculty'members are expected to meet the"announced deadlines for turainein A.

grades. Failure-to do 4o results in a grade of I (incomplete) for all members
of the class.- The I grade can result in the itUdent Suffering an injustice
"since it affects atademid standing in regard to dismissal and to honots An I
grade must ultimately be changed by hand.

se; -. . . 1

The master :roll has a:perforated sectionwhich lists the social security
4 number for.eaph student:and a place for his/her grade. It is customary for

the faculty member to indicate grades dn this portion; detach. it, and post-it
on his/her office door (or another place which has been announced to the class).

West Georgia College follows the uniform grading pattern of the University
System of Georgia as announced in the college catalog. ,Plus and minus grades
may be recorded on .the master roll but are not placed on the permanent record
nor considered in the calculation of averages..

Master rolls also indicate students who withdra0 from a course or are
dropped. Those dropped for absences receive an F. Those officially dropped
Tor other reasons are givensa W, WF, or WP as the case warrants..

.

If a student dr4a ormithdraWs before
work has been determined by the instructor;
Students in self-paced courses who qomplete
ments during a specific quarter should also
self-pated courses who fail to meet minimum
an F.

.

evidence of the quality of his
the student is awarded d W
aome,-, but not all, course.r2quire-
be awarded a W. Students-NO
requirements should.be awarded

A student who is doing satisfactory inn* at the time he /she Withdraws,
and who withdrawb-before the last two weeks'.of a quarter, should be awarded
a grade of WP.

A student doing failing work at the time of.ai.thdrawal should beLgiven
a WF. Students, who drop.coursesAuring the last two weeks of a- quarter are
normally awarded. a.grade of 27.

A grade of I may be given. in lieu of: a final, grade when a student with
work of aft acceptable quality (at least aD) isunable to.complete the course'
requirements or take the final examination. It is assigned at the discretion
of the instructor when illness, death in the immediate .family or other unusual
circumstances prevent completion of course requirements by the end of the

-
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quarter. An instructor who assigns a grade of I will submit with the grade, two
copies of a statement (on the standard form-availableindepartmental offices)
itdidatifig the level of performance (A, B, C, or D) excluding the missed work and .

the'work that must be done to remove the incomplete. The Registrar will file one
copy with the student's-permanent teCord and send one copy to the appropriate
departme4chairmen. The instructor should also retain one copy. It is the
responsibility of the student receiving an i to-arrange with the instructor (or
tWe department chairman if the instructor is not available) to 'complete the
required work. Undergraduates must complete the required work during the next.

w. quarter in residence. Graduate students are allowed one calendar year in which
to remove-the incomplete. If the work is not completed in the designated time,'
the grade becomes an F.

"''Once final grades haVe been -turned in to'the Registray's office, all grade
changes must have the approval of the dean of the ippropritate school before
they become effective. The printed form "West Georgia Official Change of Grade
Form" .(available in departmentaloffices) is used to effect the change.

Final Examinations

schedule for final examinations is published in the quarterly West Georgia
College Bulletin !Faculty members should adhere rigidly to this sehedule.
-Giving final examinations before thd time_atnounced in the bulletin provides the
student with a legitimate-excuse thathe/she did not have time to prepare
adequately for the examination:

'During the quarter of his /her` graduation, &Student will. be excused from
the final examination in each course inwhich he/she is doing passing work. The
atudent has the 'option of requesting a final examination, if he/she deseres.
This is the only instance in which final examinations may be given before the
time announced In the bulletin withoUt the approval of the dean of the appropriate
school. -

G. Cheating and Plagiarism ,

Just as complete honesty should be the Profess(iir's standard inias 'presen-
tation of material, this same standard d-shoUld be demanded froM. students'When
they respond for purpose of evaluation through tests,.ieports, projects, and
term papers. Every professor has the' responsibility to inculcate in Stlidenta,
the ideal of academic honesty and to fake all practical precautions againS.t
violation.

Improperacademic conduct on\the part of. the student shall be interpreted
to mean the obtaining and using of information during An examination by means
other than those permitted by the instructor, inclUding the supplying of such"
information to other-students, . Iniproper academic Conduct:shall also include
plagiarism, i.e., the purchase and use of ghost-written papers and reports, or
incorporating into a report, term theme, research paper, or project, ideas and
information obtained from another person without giving-credit to the person.
from. whom such information was obtained. Further, inclusion of the published,
Or unpublished *ritings of another person without duly noting these sources
according to normal scholarly procedures shall 'be considered plagiarism%

4 7.
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All'faculty members should promoteacademic*honeaty, not-only through their
on high standards of scholarly conduct, but also by anticipating conditions
whit may lead to dishonesty on the studentP6 part. Suspicion is not a sound
bas fora healthy educational environment, and the professor must judge tho
instances where his/her trust will encourage responsibility rather than chea

Specific ways in which, dishonesty may be discouraged include:

1. -Testing in such a way that cheating is difficult. This may be enhanced by
avoiding purely objective testa. ProfesporeShould also monitor the claSeroom

.during testing. 11*

2. Allowing only school or depaitmental,secretaries-to type and duplicdte tests.
Allowing student assistants to handle testing material sometimes places them
in a compromising position where students intent on cheating exert pressures
to supply'advance information.

.

3. .Safegtlerding tests until the time they are to be administered Tests should
never be left in an unlocked 'office. e

4. Using student assistants to-grade only simple, uncrucial tests or laboratory
Work All major tests, papers, and final examinations should be graded by
the professor.

,

5. Discouraging term papers, research,papers, or projeCts which are merely a
re-statement of printed material. Personal interpretation and evaluation
should be required,

Adequately preparing students n glass in which reports ere required to the'
proper method of adapting source material.

7g Conducting private conferences both before and after written reports are made
to insure that the student understands proper procedures, and to evaluate the
student's assimilation Of material.

In cases of ifbvious or suspected dishonesty, the professor should, in private
consultation,- Confront tie student with the evidence, determine and enforce the
penalty if a penalty'is warranted. In the event the incident cannot be resolved
eatWactorily-to both parties, either has recourse to the Appeals Subcommittee'of .

thaAcademic Policies and Procedures Committee of:the Faculty Senate.

.01N
H. Faculty Office Hours

The faculty member should announce to his students and post on his door (or
other appropriate place) a.schedule of office hours, and be available consistently
during those hOurs. The total scheduled hours should not be lees than, ten hours
per week and include morning and afternoon periods on most days.

Conferences at other hours should be available by appointment or the mutual
conveniences of students and the faculty member.

4:
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I. Field Trips

Field trips are af 'recognized value in the educational process, but it should
be recognized that a problem arises if a 'student isaskedto miss other classes to
make the trip. Field trips should'hava-the approval of the dean of the appropriate
school, who should be'proVided with a list of the students who are to partiCiOate,
the time:of departure, expected time of return, and purpose of the trip. When.

ifield trips have been approved, the instructor should provide each student who is
to participate with a.notice that may be sh&writto those other instructors from '

whose class the participant will be absent.

WhereVer practicable, the college bus or vans should be used as the means of
transportation for field trips. Drivers of personal automobiles on trips carrying
college students are liable for damages for negligence, just as they would be
under other circumstances. (See "Faculty Liability", and "Use of Bus and Vans"
it this hatdbook.)

. Procedures for,Effiecting Curriculum Changes

The Academic Programs Committee of the Faculty Senate is charged with the
responsibility of reviewing each proposal for a changein the undergraduate'
curriculum. (adding, dropping, or modifying course' offerings, degree programs, or
majors). The=committee,recommmends approval or disapproval of the proposed
change in course offeritis to :the Vice President and Dean of Faculties and
proposed change in degree programs or majors to the Senate. the Senate Committee
on Graduate Studies has similar responsibilities with resiact to graduate courses
and programs.

Proposals for. undergraduate curriculum changes are normally initiated at
the departmental level and requite approval'by the departmental faculty and.the
appropriate school dean. Graduate curriculum changes require the approval. Of the,
graduate faculty On school (or the advisory board authorized in the by-laws,of
the school) ,and -the appropriate school dean.

In the .case-of new degree program proposals, preliminary study and approval
by the Chancellor's, Staff is required. A descriptionfof the form required to
obt'in such approval is available in the Offkice.of the Vice President and Dean
-of Faculties. Once approval by.the-Chancellor's Staff liasth'een'receiVed,'the
proposal' is sent to the appropriate Senate committee for consideration and .

recommendation tottie Faculty Senate. lihish approved by the-Senate, the Vice .

President, and President, a proposal writien according to, the format (far which
copies are available in the office of the Vice President and Demi of Faculties)
is sent to,the Chancellor's-. office for sonsideration,by the Board of RegentS.

Proposals for adding, modifying, or dropping individual courses should be
forwarded to the appropriate Senate committee.; Courses numbered 400 499 are
considered by the Academic Programs Committee before baiig considered by Committee
--on Graduate Studies for inclusion in the offerings of the graduate tichool. If

approved by the committee and the Vice Presidentand Dean of Faculties,.a new
course can be offered in the second quarter following'approval. Other approved
Changes can.take effect in the quarter following approval.

The form and content of the documentatiOn required.toobtain Senate
Committee approval can be obtained from the appropriate. Committee Chairman.

4p
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'Proposals must be sent to the doMmitteedhairmali!before November 1 if the
proposed changes are to be printed in the, next edition of the 'college catalog.

\

K. Textbook Orders and Adoptions
\1

for textbooks are placed approximately'flve weeks before the end of'
the,qarter preceding their use in accordance with a.schedule provided-by the
Campus'. Individual faculty members turn their orders in to department
chairffien who consolidate departmental requirements on a form provided by the

,Bookstore. These forms are-forwarded to the Bookstore through. the office of the
school dean.

If \a, class has more students than kntici ated, the instructor should contact
the manager" of the Bookstore as soon as possi

Man instructor Anticipates a change of text at some future date,.the
m nager qt the Bookstore should .be nOtifiedso that extra copies may be-didposed.
A notice of one quarter is preferred.

There should be a reasonable correlation between the textbook and the
catalog's\description of the course, Unless special justification can be
established, a single textbook (or set of textbooks) should'be used by all
sections in'amuIti-sedtioned course.

L. Research, ResearchGrants, and Sponsored Operations
. .

1. Researdh is one of the areas-in which a faculty memberis.evaluated for
. promotion and tenure. (See "Employment, FroMotion, Tenure" in this handbook.)

, .

.

2: A:modest sum is allocated annually,-;to assist faculty Members in weir un-
sponsored research projects. ,Applidation blanka may be obtained from the
Chairma of the Learning Resources ComMittee of, the Faculty Senate. Dead-
lines f r the submission of applications are announced in the:Faculty Memo,'

.

Grants are restricted,to full-time faculty members who have beenempioYed
at West Georgia College for at least one:year And whose research_ project
will not be used for completion of 4 degree: Grants are awarded to support
bonafidel research leading to a refereed publication.. Grant's are given'to
encourage scholarship that Tnight otherwise go unaddomplished. Such grants
may be used to help defray research.exPenses involving travel.(trensporta---
tion, foOd,and lodging), photo duplication; equipme.nt purchases, supplies,
and publiI dation.assistance, with the folioWing qualifications:

. I
.

ilt. Any item or service which is norally funded through the. grantee's
, department is generally not a qualified candidate for fund-granting.

b. No m rj-4 than 50 percent of the subsidy can be made to a,publisher up to-
a maximum grant of $1500 for this purpose. No private publidations can
IleaUbsidizedin which the.-author pays. all the publication costs.

c, .
o: At the discretiOnof the Committee, a project may be funded at an

amount less than the requested amount.
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d. The applicant's department is expected tp.contribute 10 percent of the
cost of all reus-able items to be'Purchasedby grant funding:

e. Funds are not allocated for hiring research assistants to do typing, ,

- reading film, or performing experiments (unless expertise is required).

Funds are not 'made for travel expenset to conferences.

ponsored OperatiOna

The office of InstrUCtional and'Resear h Services serves a he central
clearing house for all'proposals, contracts, d grants, This office also
drafts agreements with external agencies. Are resentative of the office of
Instructional and Research Services should -ass st in the.negotiation of the
agreement. Thd office provides assistance-in,tlie writing of.proposaleand
approves the proposed budget.

The following-are some general procedural guidelines;

a. Proposals involving faculty.orfacilit es of the college must be approved
by the appropriate department chaff and dean of the achoolinvolved.
If the faculty or facilities of a school or department Othei than the--,
one in which the proPosal.originates are committed, the appropriate
department chairman and dean mist approsre the proposal. ,

b. If a training proposal is submitted which commits the institution to a
new degree` program, the degINe program must have been adthorized prior
to submission of the proposal. New courses-which are included in a
funding proposal must have prior approlial for inclusion in the course
offering o± West Georgia College

c, The routing of proposals will be

1. Department Chairman (c)t. Chairmen)
2. Dean of-the Appropriate school`
3. Director of the 'office of Instructional and Research Services
4, Associate Dean of Faculties
5. Vice Pretident and Dean of Faculties
fi. 'President; ,

d. Requests for expenditures from funded projects should be routed through
the office of Instructional:and Research Servias. This office maintains
Ai record of such expenditures and sends to each,principal investigator
or project director the balance of unencumbered funds each month.
ReOests for kudget amendments must be routed to this office. Expenditures'
from-the amended budget are not allowed until the amendment is spproved
by theflloard of Regents.

e. Five days should be allowed for review of the proposal.by the President
or the representative authorized sign for and commit the institution.
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M. Faculty Liability

Questions aboul the liability of faculty members for injuries to Students
engaged-inTlaboratory work, physical education, field -trips or other College '

sponsored activities are sometimes asked.

Since faculty members are employees of the State, they enjoy sovereign
immuni4in the` performance of their duties, In Georgia, asuit against the
State cannot2be maintained without its consent no may such an action be main-
tained against an officer or employee of the State in his/her official capacity
(Robert V. Barwick, 187 Ga. 691, 1939). However, if a faculty member should
commit some act:of negligence, he/she would be individuelly and personally liable
to the injured party.

Although an adverse judgement against an employee of the State would not
result if he /she were acting in. an official' capacity and not negligent nor .

,willfully malicious in his/her actions, the employee could nevertheless be
sued, Such nuisance suits are rare, but prqtection against such suits can he..44
obtained for a nominal sum by a business affairs rider on a comprehensive home
owner's policy. ProfesSional societies (such as the Georgia Association of
Educators) provide tort insurance as part of their membership fees.

Release of Information about Students (Article V, Section 5 WGC Statutes)

Students of West Georgia College4Lave the right to assurance that their
academi records, compiled and maintained by the College, will be 'recorded
accurately and maintained in confidence. The College shall, however, maintain
a balance between' its obligation for therowth and welfare.* the student'
and its responsibilities to society.

. .

Transcripts of educational records shall contain,only information about
academic status, except that disciplinary action shall be recorded in cases
where At-affects the student's ell.gibility to re-register.

Disciplinary and counseling files'shall be maintained separately from
academic records and shall"ndt be available to =authorized persons on campus
nor to any person off campus without -the written consent of the student
involved,_ except under legal compulsion or in cases where the health or welfare
of persons or the.safety of property are involved. No record be kept
which reflects the political activities or beliefs of students. Provision
shall be made for periodic routine destruction of noncurrent disciplinary
records whenever appropriate administrative authoiization is grantedl)y the
College,

, .

The College shall make every endeavor to keep the student's record confi-
dential and out of the hands of those who would use it for othet than legiti-
mate purposes. All members of the faculty, administration, and'clerical staff
must respect the cOnfidential nature o.f the student's record. At the same,
time, the College shall be flexible enough,n its policies not to hinder the

' student, the institution, or the community in their legitimate pursuits.

52 or



A. Advisemen

WILTY.RWONSIBILITIgS OTHER THAN TEACHING

The',facuIty advisor should bearin mind the extreme importance of his/h
role.' He/she should know' the sore curriculum and degree req4rementa. The
advisoi's. work with -the student can determini the degree of success.the student

')attains. A student's initial and possib lengthY contact With a faculty
member is with :his /her advisor. It- is imperative that this contact be meaningful
in terms_of the student's academic and personal needs.

A student should not only feel 'free toseek academic advice from his/her
. advisor but may also solicit opinions and help in any matter the student feels

pertinent to his/her,personaI needs. The advisor should make every effort to
assist the student with these needs ar0, if necessary, refer the studentto the
appropriate campus agency. Friendly and, personal dialog is encouraged for the
promotion of adviser-advisee rapport. The advisor functions it a strictly,ad-
visOry,capaditk and sheuIcknot attempt to force adherenceto the adviaorrs
-)wishes. While the advisor is expected to know college policy and curricula, it
is the iitudeat's responsibility to fulfill all degree requirements.

The academic advisory systeut funiOiods within the framework of the schools
of the College. Assignment of An advisee to a sqhool for advisement is. made on
the basis of information in thestudent's admission material or uPon the stu-
dent's stated interest after enrollment. The'number of advisees in the"Undecided
major" category assigned to a school is based on the manpower av able to the
school. The Dean of Student Services has the responsibility fo assigning'atu-
dente to specific advisors.

When. an advisee is asbignelitto a school, the Dean of Student Services will'.
provide the, dean of that school with an seg.see' folder,. The folder contains. a
record of courses taken at West Georgia. Co ege. The Registrar's office provides
an evaluation of college courses taken by students who transfer from other insti-
tutions. Many advisors use departmental' worts sheets which show the courses re-
quired for graduation under the major (or majors) offered by that department.

A student may change his/her major by askingthe adviebr or the Dean of
Student Services'to complete a "Change of Major" form. The Dean of Student
Servideswill thin reassign the advisee to the appropriate advisor before the
beginning of the next academic quarter ifthe request is made by the fifth week
of the current quarter.

- Immediately prior to the advisiMent period, the professor should post on
his/her door (or other appropriate place) a notice. to indicate the times when
he/she will be available fpr advisement and request that advisees.sign.up-fer
appointments. The advisor is expected to be available for advisement during
these times,

Not only, should the advisor'help the tudent plan his/her schedule for
-each quarter, but the advisor should also, atthe beginning of the year, plan
with the student a schedule for the entire year in keeping with the student's
academic goals. Haphaiaid or perfunctory planning can result in enrollment

5
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41r

\ in courses .for which'the. student is,pobrli fitted, with consequent: ail e, or in
failiig'totake'prerequisiteipourses when scheduled.

Several specific academic policies should be noted:

. In selecting courses,a student May step up one level of course nuMbe s
or down one level of course numbers. -Freshmen are not permitted to
enroll in 300* or-400 courses.. Normally, a seniorAould not be enroi.1 0
in a 100 course and few should be taking courses at the 200 level.

2. Exceptions to-degree requirements or substitutions, for thelm.must be,
recommended by the.advisor in writing and approved by the appropriate,
dean.

The advisor's authority is. limited in advisement matters but his power-
,

of persuasion. is not. Under_turrent polities one cannot ordinarily -

compel a student_ to t ke a 4o
1

re-orrequired Cpu0e if,the student
..wishes to'postpone it, injavor of an elective.- The advisor can point:
out the undesirable' results which -ightstem.from such .a choice, and
place a memorandum in tligadvisee's folder pointing out that the-course
selection was against hisiher-advi-e.. Flagrant ,abuse of the privilege
of free choice should-be reported to the Dean of Student. Services,

B.' Counseling

TA addition to the counseling normally Performed by the student!s.adVisor
and ...nstrUctors, the College provides. free counseling for students., Qualified
personnel administer diagnostic tests and offerprofesaional counseling ser-
v,ices to deal with perSonal, educational, and career problems.

. .

Any faculty member who believes that a student. is in need ofthesesser-
vices should refer the student to the Assistant Deariof Student Services lOr
Student Development. .

C. Orientation

Orientation for. freshmen and transfer studints 6 held fdur times a year, at
the beginning of the fall, winter, spring and summer quarters. FOur one-day ses-,
sions of orientation are also held during the latter part of the summer quarter
for incoming fall'freshMen. Parents' are invited toa separate orientation during-
this latter session.

The purposes of orientation are: (a) to provide the opportunity for each stu-
dent to be advised by a-faculty member from the student's major field of interest,
if known; (b) to advise the student.of.opportuaities fOradvance placement and
credit -(the testin4 program); and .(c) to acquaint the student with West. Georgia
College, its activities, rules, and procedures.

Effective orientation requires the corbined efforts of faculty, staff, and stu-
dents Faculty participation is requested through the appropriatedeans or super-
visors.



D. Faculty Participation in College Affairs'

1

ail

The policy of West Georgia College'as enumerated in Article IV, Section 1 of
the College Statutes is that "Faculty participation in academic goVernment is a
necessary corollary the responsibility to teach conscientiously and investigate
freely." i'Lle 1.L0:;edureS for facultyAparticipationAn college affairs are clearly
defined in the Statutes of West Georgia College, and the By-Laws of the Faculties
arid the Faculty Senate, West Georgia College.

Participation inCollegeaffairs is expected of all faculty members. Ser
vice to. tie insttution,is.one of the four criteria fgr the evaluation of facuJty
member effectiveness, as:prescribed by the Policies-of the Board of Regents,
University Systemof,Georgia. See "Employment, PromOtion and Tenure" in this
Handbook. a

' E. Faculty Participation-in Civic Affairs

.. The attention of all faculty members in this matter is invited to "Academic
Freedom, ReSponithility, and Professional Ethics" in this Handbook.

F. Participation in ConvocatioAd Commencement Services

Members of the faculty are expected to attend formal academic exercises of
;the. College. Since space at suq fun4tions is normally limited,stormal faculty
..participation.is restricted to proportional representation .from each school.
Each administrative rice is noxmally.representP,1 by one member.

$

All academic pridcessions are arranged.by the.FaCulty Marshal.

. . .

Academic regalia is' required for formal par h icipat4n in convocations,o
,.-

graduations, West Georgia Cbilege Day, and at other occasions when prescribed.
Each faculty member is expected to furnish his' own regalia which may be. rented
or purchased thrOugh the West; Georgia College Bookstore. Such prders should be
plgced. at the Bookstore approximately, six weeks prior to die daein Wfkich-such
regalia is to-be used.

Faculty-Student Relationships

The desirable facility-student relationship within the classroom is best
expressed in the section of this Handbook on Freedom, Responsibili:ty
and Professional Ethics."

The influence of thd professor on the student extends well beyord.the class-
room. For this reason, if far no 'other,,the personal conduct, pursuit of knowledge,
and good` citizenship of the professor' should reflect qualities worthy of emulation.
Personal conduct requires Ntlie exercise of free 11.,:n and free scholars in a free

-society.

1,
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MISCELLANEOUS PROCEDURES

A. TraVel Regulations

Eich employee required to travel in the perfo ance or his official duties
and entitled to reimbursement-for expenses incurred shall have authorization
from his-department chairman or other designated official for the performance
of travel. Approval may be in the form of a standing authorization in the case
of individuals required to travel on a regular or continuous basis, a Specific
authorization in the case of those individuals who are required to make occasional.
tripg, or a Specific authorization for all out-of-state trips. Specific '

authorization shall be in such form as to indicatethe itinerary, estimate of
the cost of travel, mode of:traneportation, and the general purpose of the
travel. A copy shall be attached to the travel expense reportu, Travel -to points
just beyond the State border necessary for the accomplishment of in-state
business shall not be construed.as Out-of-state travel for the purpose of these
regulations.

The-Eked Carpet Travel Agency, located.in The People1s Bank Branch building
on Maple Stret, can be of assistance in planning travel. Personnel at the
agenC.y can analyze the needs of each client and furnish transportation. and
hotel accommodations tailored to the requirements of each individual case.
The followieg procedure is to he followed with the Red Carpet, Agency on..ravel
reqUests:,

:e
%

4
a. All ticket request fc6).:s are to be signed by the Dean in the academic'

area or by the authorized superVisor.in.administrative-areas, prior'
to booking through Red Carpet.

b. 'The signed request is-tbe taken to the Red Carpet Agenc -(or
4 phoned in and mailed later in urgent cases) for their advic
booking.

The following people, are authorized to approve out-of-state travel on official
business and for charges to the college for=airline tickets issued: by the Red
Carpet Travel Agency for those reporting to them:

Preqident

Vice President and Dean of Faculties
."-Associate Dean of Faculties
Deans of the various-schools'
Executive Ass tent fot Administration
Director of P lic Services
Director of Fiscal Affairs-'1
Director of College Relations

.

'Director of Tnatructional and Research Services

Reimbursement is made alter the .travel is accomplished. 'Travel expense
accounts received in the business offiqe by the close of business On Monday of
each week will Be paid by computerized.check onthe following Friday.

Expense .statement forMs have spaces for the make and license number of the
car, speedomet4Neadings,-the employee's social security number, and expenses
incurred while traveling.



(V. A, continued

.

requiring certain its empleyeerte-perfotm travel, the University System
expects to reimburse themfor reasonable and necessary expenses as'-Flay be incurred
while traveling away from their oAicial headquarters and plac0 of residence. The
Board has adopted the following general regUlations regArding travel d'employees
dh official. business of the University System (Policies, Board of Regents, D --l9,«
p 79-82).

I. Transportation

a. Reimbursement for transportation within the State may be for'use of -

personally owned vehicle Or bv'tommon.carrier. Transportation oucside
of the State will be by co, arrier unlebs specific authorization
is received prior to the trip for the use of peretona4y owned vehicle.
It is expected that such authorization will be granted 'only under
conditions where travel by common carrier would be more expensive or
less advantageous to the University System. Reimbursement will not
be made for payment's for transportation other than mileage for use of
a personally owned, rented or leased vehicle, or g=avel ,by recognized
common carrier; payments to friends or other individuals cannot be
allowed. Transportation costs between an employee's piaee of residence
and his official headquarters cannot be reimbursed.

Reimbursemint for transportation within the State by personally owned/
rented or leased vehicles will be at the rate per mile approved by the
Budget Bureau for the actual mileage traveled. in the performance of
official duties, This mileage will be computed by the most direct
route. from the-point of departure to, the destination. The initial
point of departure,shall be considered. as the employee's residence
or official headquarters whichever may be nearer tife destination point.
Actual speedometer readings will be reported; however, personal
Mileage will be excluded in determining the mileage for which,reim-
bursement may be made. The aethorized mileage rate is to include all,
expenses incurred in the eperatien of a personal vehicle, but reim-
bursement for such items as storage, parking, "bridge and road tolls
canner be made.

.Transportation by commo carrier dill bekby scheduled plane, rail,
or bus. Reimbursement will be made on the presentment eta. ticket
tub, receipt, or ocher documentary evidence of-expenditere. Travel
p scheduled airline will he by minimum fare service wheneVer

practicable.

Limousine se.rvice, tax i, or iley fares maybe eimbursed when
actually i, acurred connection with common earnier transnrtation
to and from railroad, plane,-br bus terminals,- or meeting places,'
if necessary. It is expectedthat limougine service 'will be
-utilized where'available'and When arrival or departure is during.
daylight hours. .Although_ receipts are not required for such items
of transportation, a. point eto-poin explanation will be given for
each such item reimbursed.

nloyees of the ijniversity'System are,aut horieed to rent, or other-
a contract for the use of, automobiles or ether passe=nger carrying
or ,vehicles for transportatlorenecessary and cdtvenient.to the

57
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a

execution of their official duties and service to the inst
to the limitations and restrictions hereinafter provided:::

on,

If travel is via commercial carrier, car, rental costs may be-
reimbursed except When totmercial means are available and more
economical.

ExaMole: Rental transportation will not be authorized for g
single round trip between an airport and amidtown,meeting
when limousine or taxi. service is available.

Ubject

Rental transportation will not be authorized 1,6tileen
an employee's place of lodging and place:of business within the
,dent nation city when taxi service or other transportation is
available.

Rental is not au horized,for transportation in the executica of
. official duties routinely involving igh volume travel for

0.40°' -which transportation by personally owned automobile or institn-
tion owned -automobile hasbeen-preViously authorized.

An employee will be reimbursed for actual rental costs incurred for offi-s'
alai:transportation. No claim will be made, nad no reimbursement paid,
for mileage charges accrued as a result of, or for the portion of the
flat'daily-charge ratably attributable to, Unofficial transportation.

Prior approval by employee!s.inatitution shodld be received.'

Rental of luxury automobiles is not permitted.

2. Subsistence'

Subsistende (malls and lodging) within the county of an employee's official
headquarters or place of-residence or within a twenty mile radius of an employee's
official headquarters or place of-reaidence, is not alleweble.: An empfoyee taking
annual or sick leave while away from headquarters on-official business is not
entitled to subsistence for the period of leave. '

Lodging - Reimbursement.Will be made for lodging expense incurred a
hotel or motel on the presentation: of a "paid" copy of ehe bill.
Adequate-accommodations should be obtAined; however,',it is expected
that- reservations will be made irk advance, whenever practicale that
minimum rate accommodations available wilf be utilized and that
"deluxe" hotels_and motels not providing commercialrates will be
avoided. 'Uhen a oem. is shared-with others, reimbursement will be
Made On 4 pro rata share of the total cpat An employee on travel
status, if accompanied by husband or wife who is -pot an employee on
traNiel status, would be entitled to ,reimbursement at single room

todging'expense cannot be paid other than for overnight
acComModations.



xs,

CV. A, 2 continued

b. Meals.- Reimbursement will be made for the actual coat of meals thin
reasonable imitatisns. Charges in excess of a reasonable rate shall
carry an explanation of the conditions'justifying the charge.
Requests for reimbursement shall be limited- to the cost of meals for
the individual employee in a travel Atatus. Costs for meals which
logically could be taken before departure or after return from travel
status will not be .Lunch expense will not be allowed when
absence from official headquarters does mit exceed three hours.

scellanebus Expenses

Registration fees vequired for, part cipation in conventions or con-
ferences which. an employee is authorized to attend will be -reimbursed
when supported by a "paid"..redeipt. Reimbursement cannot be made
for optionalqisedssments or fees., or personal memberships. Any part
of a-registration fee epPlicable to peals shall be. reported as meal
expense and not as registration-fee.

Expenses for official telephone and teldgraPh messages which must be
paid for by the traveler are allowable. ReiMburSeMent claimsShali-
indicate the location froth whiCh made, the person contacted, and
Justification for the communication..

Expenditures for entertainment, laundry, gratuities, valet service
and other similar persongl expenses cannot be reimbursed.

B. Learning Resource Center, Computer Center, Library

These services are under the genera supervision of the Associate Dean of
Faculties.,

(.

1, The Learning Resource Center

The Learning ResourCe-Cinter, also called the.Instructional
vides the college community with instructional and audio visual

The Center services Are divided into four functional. areas:

Equipment distribution, utilization, and repair;
Spftware.productionand.utilization, ncluding all graphic arts

"`Tudio.production/dupltcation and photography;
Instructional Television;

4. Radio Station-WWGC.

Media Center,
services.

pro-

The Center has two offices, The main office (in the Old Biology building)
vides equipment distribution to the eastern campus; services involving graphic

photographic and audio.duplication/production are available in the main
nter.

The office ±n the New Educe
bution in the Biology - - Chemistry

lk ,

5,01

.

ionCgnter is responsibi4 for equipment distri--
buildifiA and the EduCatiot! Center, Instructional

,..,.
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Television and repait facilities are also ho tses in this office

Th Center recovers the cost of materials through a charge back system. A
.04 charges is:available in all administrative offices; additional copies

are avallable in the Learning Resource Center offices.

The. Center: a centralized service for equipment inventory and preventive
maintenance and repair. All audio:-visual equipment purchases are channeled
through and approved by the. Center.

.

The Center provides a special area in the Old Biology building and a
necessary equipment for students ivorking on media based projects.

Xerox copies, transparencies and.offsettasters axeTrevided to faculty and
staff.

2. The Computer Center

The-Compm dr Center serves all areas of,the College comMunity, t is
equipped with n IBM 360 -40. 1Joth.batch and interactive services'are aVailab

The Center maintains 4 publieprogram library for academic. and research
usersonsulting services are available in the areas of programming, use of
public programs,"and:-data preparation.. Any faculty member. or graduate student
may use the computer. UndergradUates may also use th4facilities'if thework
is part of a course in which they-are' currently enrolled or if Sponsored by a
facnity member.

4

Miny'administrative offices make use of, the computer and have extensive
fil(ee within the Center. The Computer Center serves only as a depository

for the-data and does not directly distribute any routine or special reports
.

or'release any information fromithese files. It is the responsibility of the
office "owning" the data file'tp maintain its accuracy and to determine who
may use its contents.

' 3. The Library

Faculty members are encouraged to make appropriate use of the library's
collectigns and services. Library,, hours are posted in several places and are
ad.irerUised in the West Georgian, the Faditity:Memo, .or_ the Library Memo. Faculty
members should note also the following statements from' separate:,departments-
in the library

ACQUISITIONS. The faculty is.encouraged to participate in the'selection of
boOks,for the library. Requests for books. to support courses and research in
a particular,discipline Phould be submitted,to the facultTmember'S department
chairman; requests for books of general.interest or for reference, books may be
turned-in directly to the acquisitions liVrarien,

Book requests must be'submitAd at least one quarter in advance of their
need. Basic materials for new dourses to be added should be ordered as soon
as'the course 1.6 'approved, if the material is not already in the collection.
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The faculty is responsible for checking the card catalog to see if a needed book
is already in the library before making-a request.

Library order slips are available in the department or,school offices. The
slips must filled out completely and correctly' to assureapeedy processing-.
Copi ooks in Print; Cumulative Book Index, National Union Catalog,- and i
publisher's catalogs are available in the library for faculty use

Current books are received weekly on approval and are shelved in the
ACquisitions Department for examination by the faculty. New books are put on
the shelves on Wednesday aftetboons.and remain on display forone week. The
fadulty is urged torlake selections from the approval-books each.week.

.

CIRCULATION. Books from 'the general collectioncirculate. for a two-week period-,
tp-studente.- 'Faculty-';May keep books until the- end of the quarter but are
expected to return them at thattime. .Booka.may then be renewed, if. desired.
All bOoks, are. subject to,recall-when needed by-another professor or
Membera.of faculty families are welcome to use the'college. library and ty
borrow books in their own, names for the two-week Period.,

PaMphlets and college cataldgs may be checked-out fora two-week period.

Reference books circulate only at the discretion of the reference librarian.

Government documents, wit the exception of a few frequently used titles,
may be checked Out for two' we s from the periodicals desk on the fourth floor.

Periodicals are not circulated.

The library's Collection of framed art reproductions and posters may be
checked out by'faculty and students for a period of one college quarter. The
limit is two per patron. Between quarters, all prints remain in the library
until the first day of classeein the next quarter.

4%.

RESERVE BOOKS. Faculty members who require their studenAf to reed specific
books- can have -them placed on reserve. Such books may circulate ovenight:
class-to-clasa, three days,. or may bk, limited to library use only.

;

instructors shouldtype their reserve lists in duplicate on the forms pro-
vided .fry-the library. Bibliographic information should include author, title,
'and call number. Books should be:listedalphabetically.by title. The typed
forms, completely filled out, shoUld behanded to the reserve librarian at
least a week before the quarter begins. Instructors may also place personal
copies-or xeroxed material on reserve; Books will not be put on reserve later
than mid-term of the quarter.

INTERLIBRARY LOAN SERVICES. Interlibrary loans and photoduplications are
hapdled by the Reference Department. This service is available only to
faculty andgraduate.atudents engagedin specific research projects..
Bibliographic information required for books includes author, title, place
of publication, publisher, and date. The author, title of article, title of
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periodica15V4ume, page$ and date are required for periodical articlet. Pay-
ment.(perd5n41, by, department, or by grant) for photoduplication should be
arranged Wit'the:librarian-at the, time the request is handed to UM/her.

Computer searches in ptience and educational'research are availablerough
Georgia Information bissilninatJ,on Center.

1.

Interlibrary borrower's cards bray 'be issued for faculty afid graduate stu-

(

dents which allows them-to borrow direct from the'other libraries in the
University System.

REFERENCE. :Telephone reference service is available to students and faculty
members. If qUestions reqUire more than three minutes to answer, the librarian
will callback or send -the information by campus mail. A reference'libtarian
is on ,dutycliiring all library hours.

Librarians will compile brief subject bibliographies or-Checklists upon
requests by faculty members.

CATALOGING. The. library-useOhLibrary of Congress classification .system
and normally accepts both the. classification number and tga'ubject headings
froM the Library of Congress. notion in7English is shelved alphabetically
by the author's last name, and juvenile'books are arranged by Dewey clasSifi-

,.cation nUmbers.

The library maintains a divided public catalog ;Jith the subject cards in
one group and 'the author and title Cards. afiother.'

SERIALS. In addition to periodicals, the Serials Department acquires and
services microforms and U.S. Government documents. West Georgia College is
a partial depository library serving the Sixth. Congressional District.:

Requests for new serial subscriptions are accepted through department-.
officeS and are processed July 1 and October 1 each year. Orders-forlgackfiles
are placed from July X to December 1-eaCh fiscal year.'

J Copy service or both hard copy items and microforms is, available in the
Serials Department.

In order to ssure availability ands to protect materials, periodical
literature asstg ed to a clads should be put on reserve in the Serials.
Department at 1 ast two days in advance of the assignment.

rise of Buildings,

The reallocation, use, and alteration of space is assigned to the Director
of Fiscal Affairs. He will confer with-the Vice President and Dean of Faculties
respecting space assigned,for instructional purposes or faculty use.

A room or space on campus which is desired for meetings, special entertain-
ment, recreation; social events, or any purpose other than classes listed in

-
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the quarterly bulletin must by scheduled on the official college dalendao in the
Student Activities Office in the Student Center, This includes outdoor activities.

Most rooms, with theyexaeption of some rooms in the Student,Center, are not
available, for extracurricular use until after 5:00 p,M,05n weekdays. Space is
provided on a first come, first served basis: monthly calendar listing all
major.activities is published by the Student-Activities Office,, distributed in
the Student.Center lobby and mailed to faculty.

The Office of Public Safety should'be contacted for emergency building
maintenance (except dutirg the hours of 7:30 a.m. - 4:30 p.m.; Monday - Friday
when the Office of Plant Operations shoul$ be contacted).

D. .Use of Bus and Vans

West Georgia College presently has one forty-passenger .bus, one twel
passenger Vanand-two-nine passenger vans for use in student activities.
The,follawing piocedures govern the use of these vehicles:

.

'The vehicle should be reserved at least one week in advance.- If the
vehicle is to be used for trips outside of the State of Georgia or fora period
in excess of three 'days, reservations should be made one Month in advance.

The sponsoring department/organization must provide arresponsiblechaperpn
for each trip. The chaperon must be a college employee who is willing to accept
the responsibility f9r the vehicle and the welfare of the student passengers.

The chaperon will he-responsible for making vehicle reservations with the
Plant Operations. Department. This may be done by obtaining a vehicle request
form from the appropriate school office or froth the Office of Plant Operations
and filling out the required information. The form should be signed-by the
person making the request, the department chairman, and the dean, It should
then be.sent to the Office of Plant Operations. -Vehicle requests forms .that
have not been signed-by all the required people are considered invalid.

It is the responsibility of the sponsoring department /organization to
designate a driver and to assure the Plant Operations Department that the
driVer has a chauffeur's license. The driver should check out the vehicle for
road teat purposes before the scheduled trip,

Under to.circumstances shall these vehiclestbe used for the transportation
of any full-time empAyee of, West Georgia College othei than the driver and/or
the chaperon or chapeions. (These vehicles are for student use only. Board of
ttegents policy does ,not permit institutions of the UniVersity System to own or
operate passenger vehicles for emPloyees.)

The usage mileage rates maybe obtained.from the Office of Plant. Operations.

a
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Smoking inClassr;oms and Meeting .

Smoking is not permitted in the gymnasium. A spacial room is pro ed for
smoking in the library. Smoking is not permitted in the classrooms by faculty
qr students while class is in session. /Smoking is permissible' tn the classroom
between classes.

F. Student Assistants

Faculty members who desire student,Assistante,should indicate their need to
their department civirman 7r dean. Deans provide the Director of Financial Aid
with consolidated requests for stbdent,assistants. If the names of particular
students are indicated in the request; effort 1A11 :be made toossign these-
students; provided they-have:made Application to the Director of Financial Aid.

Student workers may .work up i s 1.5 hours per: week.

Student assistant's are paid on a scale ranging from $1.70 to $2.50 per hour.

Students who qualify for the College Work Study Program may work ei r on-
campus or off-campus. Off-campus assignments are with public agencies or rivate
non-profit agencies and students are under administrative control of West orgia
College. .

The supervisor; is exPectedtO keep a record' of work'hours performed by
assigned.student assistants.. If the faculty member does nothavesufficient work
for the assistant,,he/She should report this to the department chairman or dean
to allow the student to be reassigned for the mAicimum hours. .

-

Visitor Parking Permits,

PSpeciar tdMporary parking.permits. for,Vis ors are issued at the Department
of .Public Safety at the request of academic or administratiVe Officers. When
conferences or meetings are to be held; kt is urged that visitor's permita be
btained:Well in adVance and mailed (if posaible) to'those who expect to attend.

Parking'Regulations

_Copies of the Campus Ira
Safety,

I. Issuahc

-Each faculty member is provided with a key tb his /her office and to an
exterior:doorili. the building in which he /she is housed.. Xeys may ,be issued to
graduate students and secretaries at the diacretion of the appropriate department
chairman. orsuperyisor. .Keys will not be issued to undergraduate students..

Ys

Code are available at the Depar of Publi
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1 persons with West Ceorgia.College -eys in their possession should take
every possible precaution to insure that ke ns are not lost, stolen or reproduced,

Department chairmen or supervisors arc responsible for collecting keys from
students, faculty or other employees who leave. the college or transfer to
another department or positidh.

Solicitation of Funds

. The following procedUres e-
nesses and private individuals
at the college.

1. There shall be no soliciting
equipment, or supplies, unless
the. offices of the Director.of

ollowed concerning the solicitation of bus
organizationsor contributions to Brojects or

rized by-the President.

There shill be no soliciting of prizes or awards either' in merchandise or-%
money unless approved by and in cooperation with the offices of the
Director of Development and/or others expressly authorized. by the President.

.The. privilege of selling advertising is restricted to the West Georgian
and the Chieftain unleas specific-authorization is granted. by a committee
consisting of the Director of Development, Director of Public Relations,
and the,Director of Studeht Activitiei.

4
funds for scholarships, leans, giants,

it is approlied by _and in cooperation: with,
Development and/or others expressly autho-

ersonal Use of 4ace Property / A

"Personel property. owned by an institution
tional purposes. No employee in the University,
to be removed from the campus of an institution
loan basis for personal nee." e(Policies; Board

she'll be used only
System shall permit
for use on either a
of Regents, p. 83).

or inatitu-
such property
rental .or

Such property inclUdeS maintenance shop facilities and equipment, audio-
visual and ,ipstructionalmnedia.equipment,, and vehicles.

The regUlation does not prohibit the use of-appropriate equipmOnt when a
repiesentativeTof the college speaks before.civic:clubs and other organizations
in his capacity aid-e public servant and is providinga public relations service
for the college.

The use of college stationery, pOstage, the long distance telephone
and. the Atlanta lines for personal reasons is not permissible.

Faculty Memo

The Faculty Memo is published' weekly y the staff of the 'Director o College
-Relations. It,containS notices of coming events and news of particular interest
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to and about the faculty of the College; Any information considered appropriatefont this publication should be nbtitted directly to the Offl.ce of College Rale-
'tions.

Equipment for Social Activities

Persons wishing tia borrow items 4such as punch bowls, cups', serving trays).
for on-caMpuS social actiVities should contact Food Services at leaet 24:hours
before items are needed.. Items should be obtainedfrom and returned to the
Student Center. Ala items must be signed -out. to a' responsible person, who will
indicate expected time of-return. Theborrower is held responsible for prompt
return of all items- in a icondition comparable to that in which they were
delivered. Vieakage deposiE may be requested.

Use-0 ulletin Boards

cial boards are placed in the following P aces:

a Munro, the Student Center, the Education Building, the Education
Center, Callaway, Social Science Building, Math-Physics Building, the Humanities
Building, and the Library.

Those ddsiring to place notices on the official Or other bulletin boards
PAould have them approved by the Director of Student Activities.

Notice,iandbills,.posters, and banners are to bi places' only on bulle
boards. They ay not be-placed on-buildings.or trees. In particular, mpterial
should not be taped to doors of buildings since many of ehesdoors are made of
plastic instead of glass.

to

Telephone Servic (Usage at the Atlanta:telephone-lines)
S

The College hastwo directtelephone lines to Atlanta. Atlanta lin rvice
is for .cgll ige .busine s only. All officialcalls to Atlanta must be made on o a
of these. lines° rather than as a.toll tall. To use the Atlanta lines, one should
dial "operator",i.d tify himz elf,' give his extension number aralthe nu Mb
be dialed and hang up, The operator. will call back wen the line is available
Calls are tabulated by pameand gxtension.niimber.and are turnedoVer t& the
appropriate officeor school at intervals an charged te them. Academic and admin-
istrative offidere are charged. with_ the responsibility of seeing.that these lines
.dfe used for offiCialbusiness only.

Usage 8f the Atlanta line is heaviest between 10:00a.m. and 4:00 p.m.
s mdde outside these hours receive much faster service,


